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155 Sixth Avenue “The Only Authorized Rebuilder of the Underwood" New York, N. 
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SHARP LOOKOUT! 


KEEP A SHARP LOOKOUT for rapid 
business changes. Assure 
yourself of the high qual- 
ity and unchanging per- 
formance of the materials 
necessary for the conduct 


of your business. 


PINNACLE—Above all in ribbons and carbons—is particularly appreciated 
in times such as these, by users everywhere, for its steadfast dependability 
and uniformity, for its consistent high quality, low cost performance under 
the speed and pressure dictated by the rapidly mounting volume of corres- 
pondence and records of defense industries. 


LOOK TO PINNACLE as the answer to your ribbon and carbon needs. Look 
to Columbia for real service in solving any special ribbon and carbon require- 
ments dictated by the nature of your business. Call or see your local stationer. 


Use QUICKMAIL 3 


COUPON »o 


COLUMBIA RIBBON & CARBON MFG. CO.., Inc. 
Main Office and Factory: Glen Cove, L. I., N. Y. 
New York Sales and Export, 58-64 West 40th St. 
Kansas City, Mo., Dwight Bldg. 


; TER 
| & CARBOW EBON 


+: OLUMBIA. SPE RS 


December, 1941 OFFICE EQUIPMENT DIGEST 3 
For Purchasing Agents, Controllers, Office Managers 
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TO TRY THIS 

MACHINE 7s. -- See 

ON YOUR IN\\ 1 NOG 
OWN WORK e\ 


Wi you try the Underwood Sundstrand Adding- 
Figuring Machine in your office without any obligation 
to buy it? 

We want you to know what the Underwood Sund- 
strand will do for you in your business . . . how it will 
speed up your work and cut your figuring costs. This 
simple ten-key machine that is so easy to operate— 
adds, subtracts, multiplies, divides with amazing speed 
and accuracy. 


EYES ON THE WORK 
...NOT ON THE 
KEYBOARD The operator's eyes are 
fixed upon her ‘‘copy.’’ There’s no head-swing- 
ing or eye-shifting to induce fatigue and invite 
Adding Machine Division... UNDERWOOD ELLIOTT FISHER cetnatecsthe, <ioes?<aglaagpteagils aes 


COMPANY .. . Adding Machines, Typewriters, Accounting Machines, Secrets of Underwood Sundstrand speed and 
Carbon Paper, Ribbons and other Supplies 


One Park Avenue, New York, N. Y. Sales and Service Everywhere. acura. 
Underwood Elliott Fisher Speeds the World’s Business. 


THE NEW QUIETER 


STREAMLINED n> ~~ Underwood Sundstrand 
| ADDING-FIGURING MACHINE 


Copynght 1940, Underwood Elliott Fisher Company To answer the above ad use QUICKMAIL COUPON No. | 


Why not telephone or write today? 


OFFICE EQUIPMENT. DIGEST December, 1941 
For Purchasing Agents, Controllers, Office Managers 
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ALL SALES RECORDS. 


Public and Government Demand 
Ace Quality STAPLING EQUIPMENT 


Never before has there been such a demand for Ace stapling 

equipment. Orders from government and industry have broken ACE PILOT 

all previous records, although production has been materially / Jam- proof, chee -qoeet. 
‘ ao we ’ : —_ Staples and pins. Loads 
increased. This is another recognition of Ace’s superior qualities 210 staples. ¢ 400 
—watch-like precision engineering, skilled workmanship, high- Guaranteed . . 


grade materials, trouble-free operation, long wearing qualities. 


ACE STAPLE REMOVER pe 

Snaps out clinched staples in a jiffy. Will not damage ’ J , Ss 

paper. . Saves finger nails. Made of finest, hard- mS se 

ened steel, chromium plated iC ACE CADET 
Guaranteed. Will 


not jam or clog. 


Loads 105 
staples .. $3 


ACE FASTENER CORPORATION + 3415 NORTH ASHLAND AVENUE + CHICAGO 


December, 1941 To answer the above ad use QUICKMAIL COUPON No. 4 
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Use QUICKMAIL 


COUPON wo id 


December, !94! 


i all s ee 
“e pO ov yrer agc oP i 
s T~ne™ mr yee 4 vor a 

&g ape vee eae — = 

ow’ ee RO can © no? “~—s 
a {0 ,e) you ne taci® you eet {0 
iter now: pe) oxo jt VG 
ee see ,e2? everd ade 

. a aoF Bok you" x00 jer {ot 

, ‘ : yout cREe copy” and fot gi 

ai - goer tb on oro ies 

een goo So 

2 orordes art ,o%” , ’ ; 

on™ 208" ot aver? ne ale) ymi® {ot en ety eo 
: jee ae 
. % piso one 

: . snoY er® on? porto “neuen 
ea +t ovt*e oe" & 

— gov"? went com? ant: yne- 

; a ‘ ey ; yor" a <o™ aw an? | yew yor™ 
oe | ian 
ce _ 
= 


NEW FEATURES 


OFFERED IN THE 


IMPROVED 
MICHIGAN 
SECRA-TYPE 
DESK 


Patent No. 2133807 


SECRA-TYPE offers many fea- 
tures making for efficiency and 
reducing fatigue. 


Cut-off rounded corners of 
typewriter platform, giving 
greater access to stationery 
compartment. 


New safety platform catch— 
eliminating the possibility of 
accidentally dropping type- 
writer platform. 


New and improved front sup- 
porting leg—giving extra room 
for operation. 


Extra rigid platform supports 
further reducing vibration— 
and Michigan's Secra - Type 
Desk has always been known for 
its freedom from the usual vi- 
bration found in other types 
of mechanisms. 


Newly designed attachment 
hardware, beautifully plated. 


All corners rounded to elimi- 
nate possibility of damage to 
operator's hose. 


No. 142 ST—42x32" 
TYPEWRITER DESK 
also available in 


several other sizes. 


MICHIGAN again presents 
the Secra-lype Desk 


MICHIGAN'S many customers now using SECRA-TYPE 
typewriter desks were reluctant at first, as we all are, 
to experiment with something different. 


But they now agree that the MICHIGAN SECRA-TYPE 
desk has proved to be one of the outstanding achieve- 
ments in modern desk developments. Its many special 
features include a variety of sizes even to a 36 inch 
length, all accommodating a standard size typewriter 
and providing valuable additional space for storage. Its 
superior economy and convenience have been demon- 
strated in years of actual use by some of the largest 
companies in the United States 


Order one of these SECRA-TYPE desks for your office 
and see how much your office workers will appreciate its 
many fine time and effort saving features. 


Further particulars and literature gladly sent upon 
request. Use QUICKMAIL REPLY COUPON No. 16. 


MICHIGAN DESK 
COMPAN) 


GRAND RAPIDS MICHIGAN 


December, 1941 
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MITTAG & VOLGER, Inc. Park Ridge’ New Jersey 


TIME......PAPER......LABOR 
are vital to the DEFENSE PROGRAM 


— men 


FAULTLESs 
SLIDE S-O OPENING 


RING BINDERS 
SAVE 
TIME... PAPER... LABOR 


made in all standard 
sizes and bindings 


The Faultless Sheet Lifter carries 
sheets OVER THE RINGS — pre- 
vents pinching of sheets — 
tearing of punching — thereby 
adding 300° more life to sheets. 


Insist on FAULTLESS S-O When 


Ordering Ring Binders Use QUICKMAIL 
COUPON vo Ry 
STATIONERS LOOSE LEAF CO. 
524 N. Broadway, MILWAUKEE NEW YORK, 237 Lafayette St. 
8 OFFICE EQUIPMENT DIGEST December, 194! 


For Purchasing Agents, Controllers, Office Managers 
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DOMINANT VALUES 


@ America is strong and growing stronger because there is 


recognition of dominant values. 


There could be no greater tribute to ANY value than that 
accorded metal in the building of our defenses and in the 
modernization of today’s business office. In both cases metal’s 
dominance is based upon its greater usefulness, its strength 


and its ability to stand up under the most exacting tests. 


For defense as for office modernization, purchasing power is at its 


highest demonstrated service when metal is chosen for the vital job. 


THE GENERAL FIREPROOFING COMPANY. youncstown, onto 


December, 1941 


Products by GF: METAL DESKS + ALUMINUM CHAIRS + STEEL CHAIRS + FILING 
CABINETS + SAFES + STEEL SHELVING + STORAGE CABINETS + FILING SUPPLIES 


To answer the above ad use QUICKMAIL COUPON No. 5 
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WUICKMATL 
REPLY COUPONS 


TO ANSWER ADVERTISEMENTS 


OFFICE EQUIPMENT DIGEST obtained exclusive rights for the office equip- 
ment and stationery field to the Quickmail Coupon System —a patented new 
inquiry system which saves hours of time for readers in answering advertisements 
and securing information about merchandise. 


THE QUICKMAIL COUPON SYSTEM brings you these advantages:— 


1. Only | minute plus Ic to make an inquiry. 
Brings you the latest information. 
Identifies the source of your inquiry. 


Gives you a pre-addressed, gummed mailing label ready for use. 


SIMPLE TO USE: 


Stick the coupon on the 
stamp side of a postal card, 
write your firm name and 
address on the back and 
mail. You may also stick 
the coupon on your letter- 
head, sign your name and 
title, and mail in your own 
envelope; or stick the cou- 
The New Ad - pon on your envelope and 

oe = oe : ‘ — enclose your inquiry or 
Technique ‘e : | 2 order for specific mer- 


chandise. 


QUICKMAIL brings you the information or merchandise you desire 
with ease and speed. If you want any information not mentioned 
in this advertisement, just specify it on your inquiry. 


Use She CDihenail Coupons Opposite his P age 


10 OFFICE EQUIPMENT DIGEST December, 1941 
For Purchasing Agents, Controllers, Office Managers 
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13th St. 
New York, N. Y. 


New York, N. Y. 
Newport 
Specialty Co. 


Youngstown, Ohio 


The 
Fireproofing Co. 
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Ansonia, Conn. 


3415 N. Ashland 
Chicago, Ill. 
18 Beaver S 
Quality Park 
Envelope Co 
450 N. Syndicate 
Street 
St. Paul, Minn. 


Ace Fastener Corp 
The Victor Safe 
& Equipment Co., 

Inc. 
North Tonawand 
N. Y. 
The H. C. Cook 
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Inc. 
750 Pacific St. 


Brooklyn, N. Y. 
Ave. 


Natick 


N. Y. 


Chair Co. 
Magnolia St. 
Leaf Co. 

524 N. Broadway 
Old Town 
Ribbon & Carbon 


Sturgis, Mich. 
Co., 


95 Washington 
Mass. 


Chicago, Ill. 


Sturgis Posture 
Milwaukee, Wis. 
44-09-2ist St. 
Long Island City, 


Stationers Loose 


Milo Harding Co. 
435 W. Pico Bivd. 


Los Angeles, Calif, 


Metal Specialties 
Mfg. Co. 
3202 Carroll Ave. 
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Jasper Chair Co. 
Jasper, Ind. 
Chicago, Ill. 

The Wholesale 
Typewriter Co. 
155 Sixth Ave. 
New York, N. Y. 
Louis Melind Co. 


517 S. Jefferson 
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Grand Rapids 
Mich. 


N. Y. 


Street 


Long Island City, 
Neva-Clog 
Products, Inc. 
Connecticut Ave. 
104 S. 4th St. 


Brooklyn, N. Y. 
Metai Office 


& Logan St. 
Bridgeport, Conn. 
Standard Record 

Co. 

Furniture Co. 

1400 S. Division 
Universal Office 
Equipment Co., Inc 
561 Broadway 


Acco Products, Inc 
39th Ave. & 24th 
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Stick coupon on stamp sid ; } 
card. hdd-qanh Gite caneeet ellie 
on back of card and mail. You will receive 
particulars referred to in our ad on page 34. 


SHAW-WALKER, MASTER-CRAFT 
D 


Stick coupon on stamp side of penny post 
card, Write your firm's name and address 
on back of card and mail. You will receive 
particulars referred to in our ad on page 34. 

SENGBUSCH SELF-CLOSING 
6 INKSTAND CO. 


PCCC OSHC OSeSEE KCL OwEL ET ESTOS 


Stick coupon on stamp side of penny post- 
card. Write your firm's name and address 
on back of card and mail. You will receive 
particulars referred to in our ad on page 35. 


ee AMERICAN AUTOMATIC 
‘. 9 ELECTRIC SALES CO. 

i : SOSSSSSSSESSSSSSESL ESSE SEEESESE 
5 Stick coupon on stamp side of penny post- 


card, Write your firm's name and address 
on back of card and mail. You will receive 
particulars referred to in our ad on the 
Outside Back Cover. 

12 REMINGTON RAND INC. 


PCCSC SCC Ss eeeeTeEtCeeeeseeseeE 


Stick coupon on stamp side of penny post- 
card. Write your firm's name and address 
on back of card and mail. You will receive 
particulars referred to in our ad on page 8. 


15 MITTAG & VOLGER, INC. 


Stick coupon on stamp side of penny post- 
card. Write your firm's name and address 
on back of card and mail. You will receive 
particulars referred to in our ad on page 40. 


18 METAL SPECIALTIES MFG. CO. 


Stick coupon on stamp side of penny post- 
card. Write your firm's name and address 
on back of card and mail. You will receive 
particulars referred to in our ad on page 38. 


21 STURGIS POSTURE CHAIR CO. 


Stick coupon on stamp side of penny post- 
card. Write your firm's name and address 
on back of card and mail. You will receive 
particulars referred to in our ad on page 8. 


24 STATIONERS LOOSE LEAF CO. 


SCOOCOT OCH EEE CEHOHEEEE SEL EEEE 


Stick coupon on stamp side of penny post- 
card. Write your firm's name and address 
on back of card and mail. You will receive 
particulars referred to in our ad on page 38. 


27 THE C. E. SHEPPARD CO. 


Stick coupon on stamp side of penny post- 
card. Write your firm's name and address 
on back of card and mail. You will receive 
particulars referred to in our ad on page 25. 
OLD TOWN RIBBON & 
30 CARBON CO., INC. 


on back of card and mail. You will receive 


Stick coupon on stamp side of penny post- 
card. Write your firm's name and address 
on back of card and mail. You will receive ° 
particulars referred to in our ad on page 39 


NEW ENGLAND 
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Stick coupon on stamp side of penny post- ¢ 
card, Write your firm's name and address * 


particulars referred to in our ad on page 40. + 
33 MILO HARDING CO. + 


PPrrririritirtitittiitiitiitt Th ee 


particulars referred » page 43. 
io particulars referred to in our ad on page 44. ° to inew od 
. 


Sick coupon of yy 


coupon stamp side of penn 
cost Uiho vou Gul caunund odie tt™ ™ a ye 
. « card. Write your firm's name and « ddmg 
@ on back of card and mail. You will receive Pica tached tank aadeat; Vos ail 
$ particulars referred to in our ad on page 3. . icul ‘ to in cared. cn peal 
° COLUMBIA RIBBON & CARBON $ mused 
DERWOOD FISHE’ 
oat MFG. CO., INC. . ——_ 1, 
. 
S660 é000eeshuseeneeases call 
° ° 
. * 
. 
e Stick coupon on stamp side of penny post- : Stick coupon on stamp side of penn, pos 
$ card, Write your firm's name and address $ card. Write your firm's name and =ddres 
on back of card and mail. You will receive * on back of card and mail. You will -ecsive 
$ particulars referred to in our ad on page 9. : particulars referred to in our ad on p2ge §, 
$5 THE GENERAL FIREPROOFING CO. = 4 ACE FASTENER CORP, 
° ° 
. 
SHRM RECO LET ORE ERE eL EEC eT eT OEE ewes eeEses eEeees eens 
.* 
e 7 
© Stick coupon on stamp side of penny post- re SGD qoupen en camp aide peer 
e . card. Write your firm's name and addng 
2 card. Write your firm's name and address * P 
Mh entinch 6) enthued wal; Takei ive 2 0% back of card and mail. You will receive 
. particulars referred 
: particulars referred to in our ad on page 43. : to new od en poged, 
THE VICTOR SAFE @ 
. . 
: 8 THE WM. SCHOLLHORN CO. : 7 EQUIPMENT CO.. INC. 
. 
[or eccccrccccceccccecsccccceeceseneceesccaseseeeeessnes 
; : 
< Stick coupon on stamp side of penny post- $ Stick coupon on stamp side of penny pos — 
$ card. Write your firm's name and address 5 card. Write your-firm’s name and addres 
$ on back of card and mail. You will receive « on back of card and mail. You wil! receive 1" 
. particulars referred to in our ad on page 31. > particulars referred to in our ad on page 39. 
<;-88 J. S. STAEDTLER, INC. : 10 THE H.C, COOK Co, 
: : 
Lt eeerereccesorsccccrceceesehevesccsvesccsscsseseesesess 
‘e © 
. . 
$ Stick coupon on stamp side of penny post $ Stick coupon on stamp side of penny post 
$ card. Write your firm's name and address + card. Write your firm's name and address 
: on back of card and mail. You will receive = on back of card and mail. You will receive 
. particulars referred to in our ad on page 35. $ particulars referred to in our ad on page 28. 
$ 14 NEWPORT SPECIALTY CO. © 13 QUALITY PARK ENVELOPE Co. 
: Pe 
bed a 
e 
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eee 
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Stick coupon on stamp side of penny post- ¢ “7 
card. Write your firm's name and address ° — aan a ee side hy 
on back of card and mail. You will receive ¢ a fs a 
puttestin cclenat to in ow 0d entin-2, 7" et ent ond et 
hate ded Gaon $ Particulars referred to in ourad 4 : 

16 ’ 


17 JASPER CHAIR CO. 


Pee eeeeeewerseneasesearseremesscsesssesees 4 
. 

Stick coupon on stamp side of penny post- ° Stick coupon on stamp 

card. Write your firm's name and address $ card. Write your firm's 

on back of card and mail. You will receive ¢ 


particulars referred to in our ad on page 37. ; particulars reterred to in 
20 GENERAL PENCIL CO. : 


ba 3 i 2 odililllllllli — Mo on 


. 
° Stick coupon on stamp side of penny post: 5 Stick coupon on stamp side of penay pon 
< card. Write your firm's name and address ¢ card. Write your firm's name and address 
¢ on back of card and mail. You will receive * on back of card and mail. You will receive 


; particulars referred to in our ad on page 32. ¢ particulars referred to in our ad on 3? 
° 23 C. L. BARKLEY & CO. $ 22 acco prooucts. 8 
. 

. 
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PCCP MSESE SEBEL OK eo ecereseeecesceon SPOSCeLOoESeHE SELES SSEBOSS 
Stick coupon on stamp side of penny post- 

$ card. Write your firm's name and 

Son back of card and mail. You will receive 

*® particulars referred to in our ad on the 

* Inside Front Cover. 


* 
: THE WHOLESALE TYPEWRITER 
$ 26 co. 


Stick coupon on stamp side of penny post- 
card. Write your firm's name and address 
on back of card and mail. You will rpceive | 
particulars referred to in our ad on page 27. | 
25 NEVA-CLOG PRODUCTS, INC. 
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: Stick coupon on stamp side of penny posi- $ Stick coupon on stamp side of penny post 

card. Write your firm's name and address * card. Write your firm’s name and address 

on back of card and mail. You will receive * on back of card and mail. You will receive 

particulars referred to in our ad on page 41. ¢ particulars referred to in our ad on page 40. \ 
. 

29 FAIR FURNITURE CO. : 28 STANDARD RECORD CO. & 


. 

Do ceecevevecccecessccacccsespesscesesecesesessscoeveer? 
bd . 
S 7 
Stick coupon on stamp side of penny post- § Stick coupon on stamp side of :-enny post 
card. Write your firm's name and address * card. Write your firm's name »..d address 
4 on back of card and mail. You will receive « on back of card and mail. You will receive 
particulars referred to in our ad on page 39. particulars referred to in our ad 0: 029029. 

32 LOUIS MELIND Co., Inc. § 31 METAL OFFICE FURN: ‘URE CO. 
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OFFICE EQUIPMENT 


Digest 


Buying in Whar by 


MERICAN office people are so accustomed to getting 
A just what they want whenever they want it, that it 
will probably take them some time to adjust them- 
selves to an era in which the flow of office supplies and 
equipment from hundreds of manufacturers in this in- 
dustry will inevitably be subject to reduction and delay. 


Shortages of many basic materials entering into the 
products of the commercial stationery and office equip- 
ment industry, rising demand for its products from Gov- 
ernment and civilian offices united in the war effort, and 
diversion of much of its manufacturing capacity to war 
goods are factors in a situation which will test to the 
utmost the skill and resourcefulness of office purchas- 
ing, control, and management executives. 


We may rely on the manufacturers to do their best 
to meet the challenge of the times, but it is decidedly up 
to the buyers and users of their products to cooperate 
with them wholeheartedly. If the essential tools of office 
work are to be distributed to best advantage for all of 
us, we must go into the market with up-to-the-minute 
knowledge of our needs, based on a survey made in the 
cold light of war-time of just what is required for effi- 
cient office performance and just what we have on our 
shelves and in our storage rooms to cover these require- 
ments. 


We will buy with closer attention than ever before 
to getting exactly the right products for the jobs they 
are to perform, but at the same time we will as good 
Americans take without grumbling what we can get, 
if we cannot get what we want! 


Published monthly by 


ANDREW GEYER, INC. 
Established 1877 


260 FIFTH AVENUE, NEW YORK. N. Y. 


M. A. Geyer, President; James E. Neary, First Vice-President: 
Donald McAllister, Second Vice-President: T. V. Murphy. Editor. 
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OFFICE MACHINES -—— 
the Indispensible! 


OFFICE MACHINES SPEED UP WORK AT TOLEDO SCALE CO. OFFICE 


In days of high pressure production like the present, the value of business machines 
in speeding up office ‘ode is more than ever apparent. Scenes in office of Toledo 
Scale Co. showing a few of the many business machines used by this corporation: 
TOP ROW—Elliott Fisher accounting machine, and Burroughs payroll machine in 
action; CENTER ROW—I. B. M. machines in tabulating room, and Marchant calcu- 
lating machines; BOTTOM ROW —one of the many Comptometers used by the 
company, and a Burroughs bookkeeping machine. 
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By Ewing Galloway, N. Y. 


WAR Intensifies the Need 
Full Office Etticiency 


for 


December, 1941 


By Andrew Duane 


ET’S say it again, for national recognition of its truth is doubly impor- 
tant now that we ourselves have entered the war—behind production 
stands the office! 

On the efficiency with which the American office functions as the direc- 
ting agency of production depends now the swelling tide of manufactured 
products from canned goods to battleships which we and our allies in the 
war must have to bring it to a successful conclusion. 

The marvelous advance of factory efficiency in this generation has made 
the American factory outstanding in the world, but the American office 
in the same period has paralleled the advance in factory efficiency to the 
degree that it sets the standards for office performance the world over. 
Now American factory and American office are coordinated in a task the 
like of which has never been dreamed of, and we who are the executives 
of the American office must see to it that the office carries with maximum 
efficiency its share of the heavy burden placed upon American industry. 

Our first duty is to put the office into the best possible condition for 
handling the tasks ahead of us. However high may be the qualification 
of office personnel it counts for little if what they have to work with is 
poorly fitted to the task or if the best methods of office procedure cannot 
be adopted for lack of proper equipment. 

Obsolescence must be searched out and remedied, critical study made of 
every operation and of the equipment and supplies which are utilized in 
it, and all deficiencies cleared up so far as possible. 

With Government and private offices all through the country seeking 
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new equipment and supplies, the job of procuring what is needed in this 
bringing of the office up to date is not an easy one. Demand is exceed- 
ing supply in many and many a line. So don’t fail to make certain that 
your office supplies and equipment sources are made fully aware of it 
if your company is doing any work on defense contracts, so that you may 
get any purchasing preference you are entitled to. 

With the strict limitations on the use of steel, the American office is 
certain to see soon a greater use of wood furniture and equipment than 
in many years. At a meeting December 2nd of the wood desk manufac- 
turers of the country with representatives of the Procurement Division 
of the Treasury, which normally acts as purchasing agency for the various 
departments of the Government, suggestions were presented by the manu- 
facturers regarding modifications which might be made in the specifications 
for office desks, in order to provide a desk which might be made by all 
members of the wood desk industry, and one that would conform more 
nearly to accepted commercial standards. 

Decisions on whether wood or steel furniture is purchased by the Gov- 
ernment will be guided by the use to which the furniture will be put and 
the place of use,—for instance, on ships, in tropical countries, or where 
fire hazards are serious, steel furniture will be used. To conserve the supply 
of steel, particularly where the use is a temporary one, wood furniture 
of very simple design will be specified, the Government announces. 


Tenite plastic spool covers for typewriter ribbons, molded ten at a time in the same finish 
as the typewriter—indicative of new materials entering the business machine field in 
recent years. Wartime material scarcities will accelerate introduction of new materials. 
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\ZAhe Office Equip- 


ment Digest extends to 
readers best wishes for 


a Merry Christmas — and 


a Happy New Year 
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IN THE 
OFFICE FIELD 


ABOVE: 


PREMIER ADJUSTABLE GUIDE cutting boards are newly 

designed to meet every need of office or stationery store. 

Important features are: sliding square edge guide, safety non- 

drop knife, removable steel blade. Board is rock maple, guar- 

anteed against warping. Lines are accurately, heavily scored in 

half-inch squares. Premier cutting boards, ranging in size from 

ABOVE: 6 to 24 inches, are manufactured and distributed by Photo Mate- 

: rials Co., 1323 S. Michigan Ave., Chicago. 

NEW GLOBE-WERNICKE LINE. Attractive new Defender wood 
busi quipment just d by Globe-Wernicke Co., 
Carthage Ave., Norwood, Cincinnati, O., includes double and 
single pedestal flat top desks, Clemco and flat top typewriter 
desks with folding platform, three sizes of tables, telephone stand, 
costumer, desk trays. Desks and telephone stands are available 
with leg base (top) or recessed pedestal bases (bottom). New 
equipment is finished in quartered oak, with brown molded 


plastic drawer pulls, bases in same shade of brown with alkali- 
resisting finish. 


BELOW: 


BLOTTING SAMPLES SYSTEMATIZED. Result of months of 
efforts to develop a practical method of sampling blotting paper 
is this consolidated sample book designed by Wrenn Paper Co., 
Middletown, ©., to save time & trouble in ordering blotter 
stock. Included in this book are Wrenn's Bluebird, Record, 
Royal, Basketweave, and Mosaid for both desk & hand blotters, 
and Lintless Photo for drying photographic prints. Colors avail- 
able are indexed with sizes and weight. Copies of book, flat 
opening and conveniently sized for filing, are available on 
req + to y- 


Pr 


ABOVE: 


HOLD THE PHONE. Described as an aid to two-fisted phon- 
ing is this Hold-The-Phone, rubber attachment for any cradle 
telephone which holds instrument between shoulder and ear 
thus freeing both hands. The device is called a boon to office 
workers since it ends phone-arm cramp, facilitates handling of 
papers, checking figures, lighting cigarettes during telephone 
conversations. From Hold-The-Phone Co., Simms Bldg., Day- 
ton, O 
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dent of 


mediate 


C. E. HALLENBORG 
of Dictaphone Co., new presi- 
Office Equipment 
Manufacturers Institute. 


W. D. CATON 
of Standard Register Co., im- 


past president 
Institute 


of 


: . . 
TWENTY ANNIVERSARY DINNER - 


-- } 
EQUIPMENT HW ANUFACTURERS INSTITUTE 


At Office Equipment Manufacturers Institute banquet. 


OFFICE EQUIPMENT MANUFACTURER 
Prepare for WAR-TIME PROBLEN 


EMBERS of the Office Equipment Manufacturers Institute, an organi- 
M zation serving the office equipment industry well since its organization 
in the stirring days of another World War, faced up to the manifold 
problems of military and civilian supply in a second World War, at the 
Association’s recent 25th anniversary meeting in the Waldorf-Astoria, New 
York. 

C. E. Hallenborg, Dictaphone Corp., was unanimously selected as presi- 
dent of the Institute for the coming year. S. C. Allyn, National Cash Regis- 
ter Co., is vice-president and chairman of the general executive committee; 
W. R. Cummings, Monroe Calculating Machine Co., is vice-president and 
chairman of the sales executive committee. W. F. Arnold, Underwood Elliott 
Fisher Co., continues as treasurer, and E. D. Taylor remains secretary and 
assistant treasurer. The following make up the board of directors for the 
ensuing year: S. C. Allyn, three years; W. R. Cummings, three years; W. H. 
Wheeler, Jr., Pitney-Bowes Postage Meter Co., three years; Gordon Pack- 
ard, International Business Machines Corp., three years; W. D. Caton, 
Standard Register Co., two years; K. M. Henderson, Ditto, Inc., one year. 

The meeting got under way with a greeting from L. C. Stowell, Under- 
wood Elliott Fisher Co., association vice-president, substituting for Presi- 
dent W. D. Caton, whom illness prevented from attending. Time was given 
to discussion of the Office of Production Management’s defense supplies 
ration plan and its applications. Following luncheon, the Institute went on 
to discuss OPM’s civilian allocation program as well as the manufacturer’s 
excise tax on business machines. 

After reviewing the Institute’s Buying Power Index and making appro- 
priate recommendations, Secretary E. D. Taylor reported for the export 
committee which has been concerned with the problems of export business. 

A reception preceded the annual banquet, at which President-elect Hallen- 
borg reviewed the minutes of the Institute’s first meeting and introduced 
the guests and speakers of the evening. Among the latter were C. K. Wood- 
bridge, of Arbuckle Co. ; Thomas J. Watson, president of International Busi- 
ness Machines Corp.; and Philip D. Wagoner, president of Underwood- 
Elliott Fisher Co. Arthur Walsh, of Thomas A. Edison Industries, intro- 
duced the main guest speaker: Charles Edison, governor of New Jersey and 
son of the great inventor, who spoke on the obligations of democracy. 
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ABOVE: 


KNEE LENGTH DRAWER. Feature of the new improved 
Michigan Secra-Type desk is this special drawer construction 
adding valuable storage room usually unavailable in conven- 
tional drop head desk. Compartment is deep enough for vertical 
filing. Made in wide variety of sizes and finishes. Illustrated 
literature, complete information on request to Michigan Desk 


Co., Grand Rapids, Mich. 


BELOW: 

G-F OFFICE IN WISCONSIN. The Wisconsin Gas & Electric 
Co. recently standardized its Kenosha branch with General Fire- 
proofing metal office equipment. This is the office of Branch 
Manager H. M. Pauley. Installation also embraces sales office, 
lobby, salesmanager's and chief accountant's offices. Building 
itself is called unique in its modernity; sample shown indicates 
general treatment of offices. Kranz Co., G-F dealer in Racine, 
Wis., was responsible for the installation. 


IN THE 
OFFICE FIELD 


BELOW: 

BEFORE AND AFTER. Here is how Higgins engrossing ink has 
been repackaged from a !!/2 ounce round bottle to a 2 ounce 
cube bottle with broad flat cap. Uses and directions are printed 
briefly on cap and label. Remerchandising of this ink is another 
step in Higgins’ policy of modernizing their complete line of 
writing inks, adhesives, and sealing wax. The new cube bottles 
by Hazel Atlas with caps from National Seal may be stacked like 
cartons on supply shelves. From Higgins Ink Co., 271 9th St., 
Brooklyn, N. Y. 
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LEFT: 

ACELINER GETS NEW DRESS. Ace Fastener Corp., 3415 
N. Ashland Ave., Chicago, realizing that temporary package 
(bottom) used when its Aceliner stapling machine was first put 
on market did not do justice to it, proceeded to develop this 
new one (top). In black and yellow with descriptions of both 
stapler and staples, it provides fitting dress for instrument within. 
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NEW MOORE MAPTACKS. Traffic control map shown ABOVE 
illustrates effectiveness of new Moore Photogenic Maptacks for 
easy recording and reading. Available in circles, triangles, 
squares, pentagons; and in eight sizes. This addition to the 
Moore line may be numbered or lettered, plain or with special 
surface markings. Sturdy Maptacks have baked enamel finish, 
stay bright after months of handling. Their use permits photo- 
graphic recording of conditions for future reference. From 
Moore Push-Pin Co., 113 Barkley St., Philadelphia. 
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LIGHTING 


Westinghouse Magnalux semi-indirect fixtures 
in an office storeroom. 


December, 1941 


Effective fluorescent installation in offices of United Gas Co., Houston, Texas. Fixtures by Edwin F. Guth Co., St. Louis. 


No. @ Factors of 


For Purchasing Agents, Controllers, Office Managers 


in the OFFICE LAYOUT 


Fixture Usage 
By Kenneth H. Ripnen 


of Kenneth H. Ripnen Co... New York 


FTER considering the many important factors involved in choosing 
A a type of electric fixture for an office lighting installation, one is 

then confronted with the various use factors of the electric fixture 
in the office layout. 

Typical locations in the office layout requiring different design in 
lighting would be the reception room, private offices, board room, 
showroom, secretarial space, general office, close work departments, 
halls, storage rooms and vaults, machine rooms and shipping, mail, 
and coat rooms. The lighting requirements of each of these areas are 
as varied as their uses, yet all are part of a related whole. 

Type of light is important, as in the showroom, where display and 
examination of merchandise require sharpness and direct lighting is 
the solution. In the private office and board room, where comfort and 
soft light are desired, indirect lighting is the answer. The general office 
requires high intensity, yet softness for comfort; a combination is 
indicated and semi-indirect lighting is the solution. Each department 
has its own lighting solution in type as well as the added consideration 
of problems peculiar to each business or other organization. 

Quantity of light varies in each department with the use for which 
it is needed. For instance, in storage rooms, where occasional refer- 
ence is made to bulk merchandise, 20 foot candles is ample light; in the 
general office, with the varied office activities of reading, writing, 
typing and filing, 45 foot candles have been found adequate. Experience 
with varied types of work under different conditions leads to the best 
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Drafting room, Seattle-Tacoma Shipbuilding Co., Seattle, Wash., Silvray fixtures, distributed by 
Graybar Electric Co. 


results in making recommendations in this latter department of lighting. 

Flexibility of light. is the result of the number of fixtures used, making 
for local control and intensity. If in a typical general office bay, between 
four columns spaced 20 feet apart, there are four fixtures of 200 watts as 
compared with another bay with one 750 watt fixture, in the first case a 
desk at a column could be well lighted with one or two fixtures in operation 
and have satisfactory intensity of light on the desk. The other scheme of 
one fixture to the bay means a varying of lighting intensity in the bay, be- 
cause of light concentration, and limits flexibility not only in control of 
lighting but in location of desks, because of an uneven light intensity at 
desk level. 

Arrangement of fixtures in the ceiling layout varies with the ceiling 
height, wattage of lamps, intensities desired, and type of electric fixtures. 
In a typical office layout with ceiling height of 10 feet, a desirable arrange- 
ment would call for hanging the fixtures on 10-foot centers. This results 
in uniform ceiling appearance, and a good standard for individual fixture 
control. 

Control of fixtures: the two most typical controls for electric fixtures are 
the individual pull cord switch or the wall switch for individual or grouped 
fixtures. The pull cord switch makes for economical current consumption, 
as one turns on a light only where needed, though the pull cords hanging 
from each electric fixture do not improve the appearance of the office. The 
switch control is a wall button or tumbler switch for one or more fixtures 
and gives neater appearance to the office by eliminating cords. The table 
on page 23 summarizes the various use factors to be considered with respect 
to electric fixtures. 

Of course many other considerations occur in lighting design and have 
to be dealt with as conditions of the individual job. A typical problem is 
caused by beams in ceilings; in such cases effort should be made to center 
fixtures in the slab areas. Sprinkler pipes when above the fixture height 
just can’t be helped unless the fixtures can be centered on between parallel 
runs. 


Ceiling ventilation ducts when exposed are a source of trouble, but if 
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Lighting set-up for a file room* at Illinois Tool Works, Chicago. Day-Brite Fixtures, distributed by 


*Installation of Globe- 
Wernicke steel Tri- 
Guard filing cabinets 
made by Marshall- 
Jackson Co. It con- 
sists of 100 counter 
height cabinets, fin- 
ished in seal gray 
with white metal 
hardware. 


Graybar Electric Co. 


spacing of fixtures can be arranged for fixtures to occur at the center line 
of the bottom of the duct, light reflection is not lost. 


Good lighting for the office is no luxury, but a vital necessity from the 
standpoint of the well-being and the efficiency of the entire office staff. It is 
far too important to be treated as an after-thought; its inter-relationship 
with all the other factors of office layout must be borne in mind and acted 
upon in the interest of true office efficiency. 

This is the second of two articles on Office Lighting. The first appeared in the Nov. issue. 


OFFICE LIGHTING TABLE 

LIGHTED SPACE TYPE | QUANTITY ARRANGEMENT | CONTROL 
Reception Room | direct 15 foot candles | 12'0" on centers | switch 
Private Office | indirect on” * | gon | ‘ 
Board Room indirect 40 " ss | er | > 

" 
Secretarial Space | semi-indirect = ” "% so" " “ | 
Showroom direct so " ? | 6 | % 
General Office semi-indirect —.” vs | 10'0" " | Pull cord 
Halls | direct Oo” * | iso" "6" | switch 
Storage | direct _ i | 6 | * | Pull cord 
Shipping | semi-indirect special | we | switch 
Machine Rooms direct | 25 foot candles | a” 5 | Pull cord 
Close Work semi-indirect 50 " nt | s'o" " ™ | switch 
Coat Rooms | direct oo” * | iso" "6" | " 


December, 1941 


OFFICE EQUIPMENT DIGEST 
For Purchasing Agents, Controllers, Office Managers 


23 


a ee ee x ooo ae as “5, | neo: + a i ae Sa Fn oa) eS i 4 
2 a Se caver. a ee Te SER Re ice a ay ieee 1 aa 
Oho hess 2 Se ea ee eg co ss, — ot RE i es a eee Bo ee ae Re : ; ee : 
eae a a 4 pe Eee i ie oes be i ere at ye ae oa ie sme es: pi i 
a = a Rey - ; eicse tees et i eo . 
_ > - ; a oss ie i aay = i 7 
4 ay ; i 
-, EE ; ae cite . . a a ae ie 
4 Sie és ; ’ st < . Ri he , a Se ee 
4 re i sie . z 4 a 2 
¥ —~ i ne ; eae: , 3. ea . : 
= j ee . Sica Bs os ig f “i “a SH 
> Paes “a nee om aD ans i g ’ : 
. (ree ai toet ae : A : > 
: pet yl “y S oo 
q ’ - ee ie exes é ' r é ‘ 
Be ns ee a ae 6. = 
F ae i : We oF oe ci: an cs ; 
ea gett shan fo ai . 4 mh at 
ial E ie a a lec "See a aes x ok fe 
a . aE Cir. = 2 ’ ast ~~ oe F 4 is ~ te oa mis 
Ri s ~— 5 me ? or: Bee 2 Sam ; 
4 ~ incieneig ge — oe "Piaeer os ’ ? 3 at 
= waa 7: 4 ' : 5 
ee - r. - oe 7 ‘s ‘ : { ' 
; is : ee 
x j 5 ; i 
= { j ; 
— | a | , 
J ., ay 4 , & a . ; ‘ ‘e 
Be. 4 & ~ - % 4 - e ' 
a inn — - = . —_—— | - ay + is 
oe — ~ ; —_— . : amas * ane ’ on a ij - ; 
a — ve bis ¢ . ate E « ° H i ¢ @ ri a e ; 
ne — —_— nee 7 eo : ; . , 
on em ‘ Pos abe ‘ : 
‘ i. a ey ee a a ae ae : : -— .v% : wal 
< 7 i) * Cae we ~~ a L i : 
es Bi el ~~. é 4 et 3 gt ai - ; ae 
Tf ee ae See FP jo. , 4 aaah ‘ : 
Ce ee ‘ - at ‘ bol : 
oa we < Pr? “Eh 
Ce at ee fe, ¥ Oy a 
a oe Bw x a 
ar Pe tien 4 hy — 
= iy * 4 4 i tae 
ea. x = - hd oa € ra | % 
ia a < 2 % ; Foy 4 eo aS ‘het - 
5 s 4 ‘Qaese rs: aan > : * 
s eee =p tt gore an bag ; 
re q “sid | P< nae . SF et : ' 
4 “why i ney: ee 7 es _ < 
=. % 2 i. My, a Sie $ _— ‘ é 4 wa Be 3 \ ‘ ; 
— ye , it ee : — : ‘ om pe 
— a ete A i] Se ag ie 2 ae é <2 aes cae i 
. } (a i —— it | N re r 
— 9 es 7 ih ~ se ad Bice — ; : ‘ oN : Palas, : 
aes on ; iit el Ay oa we be Cane: 4 a é 
eae 8 ee i a i 4 » Ss : oT ee is 2 pS a 
7 ae et ie s e ate : se ie ie : = fs oe Ye, aut = a 
Be ee renee : aos fess = ee a “us we a a : a 
— ee eh & Ee ees be 7 : a = ee =e fr 
po  . sii a | “ 
Sa —-  @ - * 5 be H ee a Bet : z > ‘ - . =e ie as ‘ F 
; < ea .- Dee yi eis? Behe a 6 aN 2 
ea: 2 Be 5 a ONS eS ee ; ‘ ihe H ‘ ee a ie Oe 7 
os Ss Z ran yas Bes aa. oe bd . : eS a Bae % 5. a4 Me >» = Le ia 
a i B- : ape Eas. ; <r <a 7 3 ‘ 2 
[oo ae aan a sg See es . ae . ma F ri: ad = tral ~ a nya ‘ 
a 7 ie i gan Tes ati =e i at . ee ae < = neha 8 ‘ . i Se oo hy ae co 
coe ee : it - | ae co al . i ae ce PM) ye ; 
a. ee . we * ¢ ay 
ce Py: a 
~ 
ee 
ee ; 
| | 
Es 
& 
= 
. | 
: ae 
ye 
4 F oes 
es eee Oe é q i j x te is ie 
a a fae oa ; — Oe Vee ot ee os ie, ee : pies sO aa Re ! = 
Banc a en $. ee oO STO Ab <a i a ee. Toy ce aaa oe ae a 


FUNDAMENTAL PURPOSE of OFFICE INCENTIVES 


By Robert E. MacNeal 
The Curtis Publishing Co., Philadelphia 


NCENTIVES are as fundamentally and definitely a part 
| of the American concept of living as turkey at Thanks- 

giving. Perhaps they are not so recognized when called 
“bonus plans,” but regardless of the terminology applied 
to them, they fit the American ideal cf reward com- 
mensurate with contribution. Also fundamentally Ameri- 
can is the fact that they benefit both the parties to a bar- 
gain made in good faith, and are not largess, bait, bribery, 
or tribute. They are an honest attempt to balance the 
scales of compensation by utilizing the always clearer 
vision of hindsight. 

For a century and a half we have tried politically, 
industrially, and socially to establish the best order for 
the present, but always with safeguards for the future 
and with the way left open to adjust unforeseen inequali- 
ties. Incentives both accelerate and help to safeguard 
these principles of procedure. 

Wages must serve such a multitude of economic and 
social functions, to which a flat wage scale can be applied 
but poorly at best, that it is amazing how few incentives 
are in use, not how many. Employment itself poses a 
complex social problem far greater in significance than 
the immediate monetary transaction. Labor contributes 
its time, skill, knowledge, and an option on its future, to 
an enterprise over whose destiny it wields little or no 
directional control, and most of whose many interlocking 
processes are to that labor a vague series of functions 
presided over by “the management.” This skill and 
knowledge represent a major portion of labor’s assets, 
and the time so given is doubly precious because it can 
never be regained. Management therefore assumes an 
obligation to be worthy of its trusteeship. 


All capital is fundamentally that product of labor 
which has accumulated, and management is also trustee 
for this accumulation. When management pays out 
wages, it is really parting with some of its own and 
others’ capital for the purpose of increasing the value of 
that accumulation. It would be ethically and economically 
unsound to expect management to pay wages, viewed in 
this light, for the mere presence of labor, and with 
minor exceptions to gamble on the quantity and quality 
of return forthcoming in terms of productivity. It risks 
the preservation of its property worth, the instrumen- 


In Executives Service Bulletin, Metropolitan Life Insurance Co. 


tality of its livelihood, and the sanctity of its trusteeship 
to other labor when it makes this bargain. 

It would be skepticism of an intense order indeed to 
doubt the good faith of either of two parties who risk so 
much on the other’s integrity. Most disputes between 
capital and labor arise over the worth of this produc- 
tivity, and the futile part of such a struggle lies princ- 
ipally in the fact that neither labor nor capital can have 
definite foreknowledge of the actual value of that over 
which they are at odds. 

Many attempts to remove this bone of contention have 
been made through the medium of incentives of one kind 
or another. Piecework, bonus plans, variable hour rates, 
measured daywork—all are aimed at stabilization of pay- 
ment for some unit of productivity. Properly installed 
and maintained, such plans are a potent factor in ration- 
alizing that ultimate cycle—the exchange of labor for 
goods. 

All too often a ready-made incentive plan is placed in 
operation in circumstances entirely different from those 
for which it was originally designed. Not only is trouble 
likely under such conditions, but both labor and business 
get a false and unfavorable conception of incentives as a 
whole. Office-work incentives are probably more prone to 
this error than any other type of work to which incen- 
tives have been applied. 

The reason for this tendency is not difficult to identify. 
Wage incentives on a national scale are less than 30 
years old and had their birthplace in the factory. Early 
office incentives were merely adaptations of factory 
incentives, and those who have observed their effects over 
a period of years have seen just how serious a misfit such 
an approach can be. Factory operations are for the most 
part short-cycle repetitive functions in which the domi- 
nant factors are machine speed and manipulative skill. 

Although office operations are also generally repetitive, 
both manipulative skill—particularly the constant com- 
bination of judgment with manual dexterity—and machine 
speed are less vital elements. Also, the outside factors 
affecting a given clerical operation are greater in number 
and consistently irregular in occurrence. The very com- 
bination, both in sequence and in number, of the funda- 
(Continued on Page 28 
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PLYWOOD IN THE OFFICE 
Manager's office at Pomeroy's, Inc., Har- 
risburg, Pa., utilizing sliced walnut ply- 
wood manufactured by United States 
Plywood Corp., New York. Uses of ply- 
wood in the creation of fine offices is 
constantly expanding. 
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PURCHASING AGENTS APPLAUD “DAWN”. . . 


OLD TOWN’S amazing new CURLPROOF CARBON . . . DAWN actually costs less 
per job because it saves time, saves temper, saves errors. Your staff will welcome 


this clean, easy to handle, speedy carbon. Test “DAWN” samples for yourself. 
Write Dept. D-12. 


TO ANSWER THIS AD 


—_ ve Qu 
; PON no 
OLD TOWN sCulons 
C *MAKE A GooD IMPRESSION’ 


59 East Van Buren Street, Chicago 


750 Pacific Street, Brooklyn, N. Y. 


788 Mission Street, San Francisco 
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efficient, modern and up-to-date, whether 
it is in the Big City or Rural Community. 


a aid you 


THE KENNETH H. RIPNEN COMPANY, INC. 


Can provide any one or all of the four following Office Layout 
Services. 


PART I LOCATION: Aid in location studies of sites and buildings offered by real estate 
brokers, property owners, insurance companies, banks, etc. 


PART Il LAYOUT: After a comprehensive study of your organization, flow of work 
and equipment, create for you a functional office layout. 


PART III BUDGETS: Prepare working drawings and specifications after approval of 
the detailed office layout to carry out the proposed scheme, sub- 
mitting detailed estimates of the costs of all work. 


PART IV SUPERVISION: After approval of the estimates, to let contracts and supervise ‘all 
work through to completion including Office Layout, Construction 
and equipment. 


Without obligation we will mail you our pamphlet 


entitled “Office Layouts,” or make a preliminary 
survey and report on any phase of our work. 


KENNETH H. RIPNEN COMPANY, INCORPORATED 
OFFICE LAYOUTS FACTORY LAYOUTS WAREHOUSE LAYOUTS 
342 MADISON AVENUE NEW YORK CITY, NEW YORK 


OFFICE EQUIPMENT DIGEST December, 1941 
For Purchasing Agents, Controllers, Office Managers 
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Model see oa tg Ly PLING FU BR kee but little 


space and can be put into desk drawer or pocket when not in 
use. Indispensable for vertical filing or for attaching material 
to a permanent card. Uses DJ340 NEVA-CLOG Staples. 


MODEL B-100 STAPLING PLIER $5.25 

For heavy duty and for fastening of tough materials, this ma- 
chine uses a broad flat staple. Fastens such materials as 
fibre, softwood baskets, veneer wood, leather and belting. 
Used for sealing heavy paper or cloth bags, packages of cor- 
rugated board, and similar difficult operations. 

Features: Powerful leverage, durable, fool-proof. Staples 
used: NEVA-CLOG B-% 


MODEL D-40X EXTENSION TYPE $4.50 


The prices listed include Federal Excise Tax. 


This Deep Throat machine is mounted on a spring arm which {am 


allows stapling 12” from the edge of paper or cardboard. 
Staples used: DJ-340. 


NEVA-CLOG PRODUCTS, INC. 


December, 1941 


PRICE $4.00 
With Aaviil With Anvil 
Outword— A NEW lawoerd— 
Temporery NEVA-CLOG Permanent 
Fastening STAPLING PLIER Fastening 


NEVA-CLOG now offers a dependable Stapling Plier that will 
deliver either a temporary (spread), or a permanent (clinched) 
staple. 


The anvil is easily and quickly set at either desired position 
by slight pressure on a button in the base of the lower jaw. 
It is simple and fool proof, and remarkabiy efficient. 


This new NEVA-CLOG J-60 fills the demand in many offices 
for a temporary fastening device which is practical, efficient, 
portable and durable. It has all the exclusive features of the 
famous NEVA-CLOG J-30 Stapling Plier, plus the temporary 
anvil feature. 


MODEL S-100 STAPLING PLIER $4.75 


A rugged, powerlul Stapling Machine with 4 to 1 leverage. 
Will fasten all materials that the staple will penetrate without 
bending. Particularly designed for production work and hard 
usage, but can be used for any stapling operation within its 
capacity. Delivers a strong sharpened staple and clinches it 
securely even in light material. Clog-proof so that it will give 
constant production. Easily and quickly loaded with NEVA- 
CLOG A-1000 or L-1000 Staples. 


BRIDGEPORT, CONN. 


To answer the above ad use QUICKMAIL COUPON No. 25 27 
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Equip your files with 


athenzid, ILE POCKETS 


during transfer season. 


fe = 


2, 
es, 


ae 


“Leatheroid File 
Pockets keep my files 
neat and efficient." 


See 
PSs 


| /7// 


/// 


fi 


With an sdheeutudned paper short- 
age, insist on <aeuz FILE POCKETS. 
They will serve you longer and better. 
_Send Quickmail Coupon No. 13 for 


additional information. 


FILE POCKETS 


Made in letter and _legal sizes with 134", 
31" and 5!/," exp Have double thick- 
ness fronts and backs. Glue welded throughout. 


QUALITY PARK ENVELOPE 


General Office & Factory 
™ Quality Park 
St. Paul, 


Minnesoto 


Chicago Office 
_ Warehouse 


1 1-116 Merchandise ‘Mart 


| on group 


OFFICE 


INCENTIVES 


(Continued from Page 24) 


mental elements of office work is constantly changing, 
sometimes even on a day-to-day basis. It is obvious then 
| that attempts to strike a broad average condition as a 
yardstick for the payment of a bonus face a rocky path 
indeed. 

The time, cost, and complexity involved in the estab- 
lishment of accurate individual clerical standards have 
frequently led management to avoid them or compromise 
standards as a substitute. Group standards 
have a definite place in the incentive program, but should 


| be used only as a last resort when investigation—not opin- 


ion—has proved that individual standards are not feasible. 
When judging their relative economy, due consideration 
must be given to their broader aspects rather than only 
to their immediate operative costs and benefits. 


A brief inspection of the fundamental purpose of 
incentives will verify the logic of this viewpoint. Ameri- 
cans believe all men to be created equal, and strive for 
preservation of that equality primarily in terms of Oppor- 
tunity. However, our entire history as a nation has demon- 
strated that relatively few persons are completely equal 
in the effort applied to that opportunity or in the suc- 
cess of this application. Therefore, since the incentives 
are intended to arouse and reward actual individual pro- 
ductivity, inequalities within a group cannot be safely 
ignored. 


Mental Processes Differ 


Another important reason for the difference between 
clerical and factory incentive technique lies in the differ- 
ence between the mental processes of these two types of 
worker. One is dealing with a finite, tangible object or 
process, while the other is part of a system for record- 
ing facts. Figuratively speaking, the purpose of office 
work, in spite of the many tasks which may seem unre- 
lated to this end, is to tell management where it has been, 
where it stands now, and where it is going. All records, 
even correspondence, are vehicles to that end. Therefore, 
training of competent clerical workers involves the devel- 
opment of a knowledge and appreciation of the purpose 
served by the records they create. 


Errors will decrease if, for example, Miss Smith real- 
izes that if she makes an error in a salesman’s pay check 
it may make him irritable and cause him to lose an order 
that would have helped to pay her salary. Most clerical 
functions can be so dramatized as to change their aspect 
from that of a drab mechanical task to a live, purposeful 
contribution to the very existence of the business. This 


| psychology has been applied to factory operations with 


| disastrous personal results. 


increasing success. 

Reduction of accidents has been effected by the use of 
posters graphically portraying their primary causes and 
Excess waste has likewise 


| been reduced by. the simple expedient of dramatizing its 


| required to avoid it. 


total cost compared with the trivial effort individually 
The opportunity for similar accom- 


| plishment in the cierical field is just as great and is ripe 
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for harvest. 

Proper standards must never place obstacles in the 
path of that employee knowledge and understanding, or 
they will tend to defeat their own purpose. It is a mis- 
take to approach standards merely as a means for getting 
more work for less money. The bargain must be as fair 
as it is humanly possible to make it if it is expected to 
endure. There should no longer be any doubt that both 
the business and its workers must prosper if either is to 


(Continued on Page 31) 
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LIFELONG STEEL CHAIRS 


Few products. have enjoyed such immediate and welcome ac- 
ceptance. as Steelease Easyrest Chaixs. The exclusive Easyrest 
features. of design and construction ; jain instant recognition 
and approval with buyers and users . Combining genuine 
seating. comfort with. utility, durability, lasting beauty and 


efficiency, Easyrest Chairs are the last and best word in any Ey 


_ EXECUTIVE TYPE CHAIR: cifice office seating program. That's why in installation after installa- 

 ‘Smartly styled;genetousin sizeand: tion, Easyrest oh 

Fe durable. Designed: for: pe 
seating ‘comfort. 


2 ae ie ee 
1 ae ae ite Senge SS 


Extra Working C Comfort. ad Efficiency! 


In these scientifically designed Easyrest Chairs correct sitting 
posture is easy, natural and comfortable. Permanent seating 
comfort combined with beauty and efficiency make Easyrest 
Chairs the favorite of executives and office workers throughout 
the country. They're priced right and you get the full measure 
of fine Steelcase craftsmanship in every chair. See your near- 
est Steelcase dealer or write today for full details about the 
extra seating comfort and working efficiency found in Easyrest 
Lifelong Steel Chairs. Send QUICKMAIL COUPON No. 31. 


STEELCAS a 


Susiness ae err. 


_ POSTURE TYBE CHAIR 
METAL OFFICE FURNITURE co: Correct sitting postureiiiveday; aatare! 


and comfortable. Provides meaxion 


G RAND R APIDS, Mi CH ; GAN | | oe ae avy Bie 
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Defense Savings Pay-Roll Allotment Plan 


helps workers provide for the future 


pay-roll 
allotment 


plan 


helps build future buying power 


helps defend America today 


This is no charity plea. It is a sound business proposition that 
vitally concerns the present and future welfare of your company, 
your employees, and yourself. 

During the post-war period of readjustment, you may be faced 
with the unpleasant necessity of turning employees out into a 
confused and cheerless world. But you, as an employer, can do 
something now to help shape the destinies of your people. 
Scores of business heads have adopted the Voluntary Pay-roll 
Allotment Plan as a simple and easy way for every worker in 
the land to start a systematic and continuous Defense Bond 
savings program. 


Many benefits . . . present and future. it is 
more than a sensible step toward reducing the ranks of the 
post-war needy. It will help spread financial participation in 
National Defense among all of America’s wage earners. 

The widespread use of this plan will materially retard infla- 
tion. It will “store” part of our pyramiding national income 
that would otherwise be spent as fast as it’s earned, increasing 
the demand for our diminishing supply of consumer goods. 

And don’t overlook the immediate benefit . . . money for 
defense materials, quickly, continuously, willingly. 


Let’s do it the American way! America’s talent for 
working out emergency problems, democratically, is being 


tested today. As always, we will work it out, without pressure < 


or coercion ... in that old American way; each businessman 
strengthening his own house; not waiting for his neighbor to do 
it. That custom has, throughout history, enabled America to 
get things done of its own free will. 


In emergencies, America doesn’t do things 
“*hit-or-miss. | We would get there eventually if we 
just left it te everybody’s whim to buy Defense Bonds when they 
thought of it. But we’re a nation of businessmen who under- 
stand that the way to get a thing done is to systematize the oper- 
ation. That is why so many employers are getting back of this 
Voluntary Savings Plan. 

Like most efficient systems, it is amazingly simple. All you 
have to do is offer your employees the convenience of having 
a fixed sum allotted, from each pay envelope, to the purchase of 
Defense Bonds. The employer holds these funds in a separate 
bank account, and delivers a Bond to the employee each time 
his allotments accumulate to a sufficient amount. 

Each employee who chooses to start this savings plan decides 
for himself the denomination of the Bonds to be purchased and 
the amount to be allotted from his wages each pay day. 


How big does a company have to be? From 
three employees on up. Size has nothing to do with it. It works 
equally well in stores, schools, publishing houses, factories, or 
banks. This whole idea of pay-roll allotment has been evolved 
by businessmen in cooperation with the Treasury Department. 
Each organization adopts its own simple, efficient application 
of the idea in accordance with the needs of its own set-up 


No chore at all. The system is so simple that A. T. & T. 
uses exactly the same easy card system that is being used by 
hundreds of companies having fewer than 25 employees! It is 
simple enough to be handled by a check-mark on a card each 
pay day. 


Plenty of help available. Although this is your plan 
when you put it into effect, the Treasury Department is ready 
and willing to give you all kinds of help. Local civilian com- 
mittees in 48 States are set up to have experienced men work 
with you just as much as you want them to, and no more. 

Truly, about all you have to do is to indicate your willingness 
to get your organization started. We will supply most of the 
necessary material, and no end of help. 


The first step is to take a closer look. Sending in 
the coupon in no way obligates you to install the Plan. It will 
simply give you a chance to scrutinize the available material and 
see what other companies are already doing. It will bring you 
samples of literature explaining the benefits to employees and. 
describing the various denominations of Defense Savings Bonds 
that can be purchased through the Plan. 

Sending the coupon does nothing more than signify that you 
are anxious to do something to help keep your people off relief 
when defense production sloughs off; something to enable all 
wage earners to participate in financing Defense; something to 

provide tomorrow’s buying power for your prod- 
ucts; something to get money right now for guns 
and tanks and planes and ships. 

France left it to “hit-or-miss” . . . and missed. 
Now is the time for you to act! Mail the coupon 
or write Treasury Department, Section A, 709 
Twelfth St. NW., Washington, D. C. 


709 Twelfth St. NW., Washington, D. C. 


Please send me the free kit of material being used by 
companies that have installed the Voluntary Defense 
Savings Pay-Roll Allotment Plan. 
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OFFICE INCENTIVES 


(Continued from Page 28) 


survive. A single move in bad faith will cast the shadow 
of doubt on the entire program, and often even affects 
other companies who are in no way responsible for its 
inception. 

Clerical work is subject to a constant refining process 
of improvement. Clerical workers themselves can expe- 
dite the process if management properly equips them for 
the task. Management cannot expect clerical workers 
to understand and contribute to this objective unless it 
demonstrates a knowledge of and appreciation for the 
problems faced by the individual worker. 


Few things can so effectively facilitate this demonstra- 
tion as the analysis—element by element, function by 
function—required for the establishment of sound office 
standards. The technique of the analyst will teach the 
clerical worker how to recognize waste motion and ineffec- 
tive processes, and how to reach an objective by the best 
and safely shortest path. It will also demonstrate that 
increased productivity under standardized conditions 
means less physical and mental effort per unit of work 
produced, which is highly essential for the creation of 
a proper attitude toward standards. 

There are many forms of incentive other than bonus 
payments. Ideal physical working conditions, opportunity 
for advancement, cooperative superiors, equipment prop- 
erly chosen and maintained, paid vacations, pension plans, 
and many other contributions of the management are 
incentives, but they are not enough. We are all creatures 
of habit, and clerical workers are no exception. 


Impressive at First 


The methods mentioned are impressive at first but 
gradually come to be taken for granted. Some continu- 
ing and recurring automatic reminder of personal suc- 
cess or failure is needed to overcome the inertia of habit. 
Bonus in the weekly pay envelope will do this if it repre- 
sents an honestly measured settlement for the current 
productivity rate of the individual who receives it. 

In The Curtis Publishing Company clerical standards, 
both long-term and immediate incentives have been com- 
bined in a manner which has long been popular with the 
employees, and which the management has found to be 
most satisfactory and effective. 

Generous bonus is paid weekly for all production in 
excess of standard requirements, providing an immediate 
incentive. Probationary standards substantially below 
normal requirements are provided for workers under 
instruction. While this results in the payment of bonus 
for less than a normal day’s work, during instruction, 
the training times are so reduced by the additional interest 
and effort on the part of the employee that both worker 
and employer benefit. The long-term incentive is sup- 
plied by a system for periodic automatic salary increases 
based on producivity of the individual on standardized 
work. As may be readily imagined, employees are eager 
to work on standardized operations, since they know their 
reward will be both certain and in direct proportion to the 
success of their personal efforts. 


While space here does not permit detailed discussion 
of actual technique, it seems relevant to state that com- 
pletely detailed written instructions given to each clerk 
for each standard operation performed have been found 
invaluable. Uniformity of method so achieved reduced 
training problems and facilitates estimates of produc- 
tivity and consequent scheduling. Employees do not need 
to depend on memory or fellow workers, or embarrassing 
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J. S. STAEDTLER, INC. 


Better Pencils for Every Purpose 
53-55 WORTH ST. NEW YORK, N. Y. 
To answer the above ad use QUICKMAIL COUPON No. |! 
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FOR SEMI-ACTIVE RECORD STORAGE 
DURABILITY TRANSFER FILES . . . 


Made of heavy solid fibreboard .. . steel reinforced 
. .. pull drawer convenience . . . easily stacked ... 
no shelving required. 


$1.45 ‘ts 


Letter Size 


“LOW COST STORAGE FILES 
THAT INCREASE TRANSFER EFFICIENCY 


The use of heavy fibreboard in the construction of these sturdy 
transfer files permits production at low cost. Heavily rein- 
forced at wearing points they will give lasting satisfaction and 
keep valuable records safe from dust and dirt and possible loss. 
The value of a single record will more than repay the small 
original cost of these transfer files and keep checks, letters, 
invoices, etc., easily accessible for future reference. 


We recommend the use of the "“Green-Edge” Storage Files 
for dead record storage and the “Durability” Transfer File for 
records requiring frequent reference. They solve the problem 
of quick, easy, and economical record storage. 


WRITE FOR SAMPLES 


We will gladly send samples and 
complete information on these 
Transfer units. 


C. L. BARKLEY & CO. ~ 


ESTABLISHED 1921 s : 
ors of Filing Supplies 


*  @Manu 
CHICAGO, ILL. 


FOR DEAD RECORD STORAGE 
GREEN-EDGE STORAGE FILES... 


Double thick 
walls . . . cloth 
tape reinforced 

. convenient 
pull tabs...no 
fastenings re- 


quired . . . sim- 
ply lift the lid 
for easy refer- 
ence... ten 


standard sizes... 


$1.10 


Each List 
Full letter size 
shipped 


To answer the above ad use QUICKMAIL COUPON No. 23 
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knocked down. | 


requests to repeat instructions. Proposed changes in 
method have a definite basis for comparison. With so 
many factors in any business which are difficult to pre- 
determine, reduction of their number by the use of stand- 
| ard practice instructions is the plainest sort of common 
sense. This is definitely part of the incentive program, 
and experience proves that it shows up favorably in the 
pay envelope. Reduction of obstacies facilitates produc- 
tivity, and is therefore an incentive of major importance. 

Our form of society makes it impossible for us as 
individuals to wrest a living direct from Nature. Collec- 
tively we are all interdependent. Almost without excep- 
tion, we wish to develop as individuals, not in isolation, 
but as part of that society. While, generically speaking, 
the office is admittedly only a tiny portion of society as a 
whole, we need only to recall how many hours are spent 
in that office by the worker, compared with the waking 
hours he or she spends in any other single place, to real- 
ize its significance in that individual’s life-cycle. 

Society can be only as healthy as its component parts, 
of which the office is today an important and influential 
unit. Here, as elsewhere, progress requires both able 
leadership and an intelligent following. The fundamental 
purpose of office incentives is the creation of a common 
objective, without subordination of individual opportunity 
| or initiative, for all who are a part of the enterprise to 
| which these incentives are applied. 


NEW CHAIR, TABLE SET 


Marshallan Mfg. Co., 5716 Euclid Ave., Cleveland, 
O., are making a castered table equipped with a slanting 
' bookshelf permitting table to be moved around without 
| dumping or losing books. Chair accompanying it has a 


back adjustable to tall or short persons to insure maximum 
' comfort in both office and home. 


| ARMY MECHANIZES PAPER WORK 


Tabulating machines have been adopted by the U. S. 
Army’s office of the Chief of Engineers to find officers 
possessing special qualifications and training in a minimum 
time. Four basic machines are employed: punching, inter- 
preting, and sorting machines and an alphabetic tabulator. 
This quartet is supplemented by collating and reproducing 
machines and a versatile punch. 


MARCHANT EARNINGS INCREASE 

Marchant Calculating Machine Co., 1475 Powell 
St., Oakland, Calif., has reported a net profit of $735,296 
| for the nine-month period ended September 30 after charges 
and provision for federal income and excess profits taxes 
totaling $1,065,530. Net earnings, after taxes, were equiva- 
lent to $3.25 per share and taxes to $4.70 per share. In the 
corresponding period last year the company earned $568,- 
902, equal to $2.51, after taxes. Sales volume in the third 
quarter was the largest in the history of his company, 
Edgar B. Jessup, president, points out. 


CAMPAIGN ON SHIPPING CONTAINERS 


Sherman Paper Products Corp., Newton Upper Falls, 
Mass., manufacturers of Corroflex, flexible cushion wrap- 
per, announces a new campaign to relieve the current 
drastic shortage in shipping containers. Keynote of the 
campaign, educational in nature, is a portfolio of photo- 
graphs selected from nearly a hundred major manufac- 
turing and distribution groups. Each shows an applica- 
tion of speed packing with Corroflex. Information on 
packing for shipment is also included. These portfolios are 
being used by Sherman regional packaging engineers and 
distributors. 


| 
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Here’s Big News! 


CARTER’S ELIMINATES 
THE DANGERS 
OF INK SPILLING 
WITH THE NEW 


CARTER’ Dip-Well 


= ~~ 


Irs tne Most SIGNIFICANT CONTRIBUTION to pen- 
and-ink writing convenience ever presented. 


By a simple, unique patented valve the ink can- 
not spill—nor can it evaporate as in many ordinary 
so-called non-spill ink wells. 

It never over-inks or under-inks the pen and it 
works equally well whether the bottle is full or 
down to the last few drops. 

And refills are the Standard Carter Cubes. With 
the new Dip-Well Assembly Set 
you get (for only 89¢—98¢ Den- 
ver, West) a Carter's free-flow- 
ing fountain reservoir pen that 
writes pages at a single dipping 
and not one but two cubes of 
Carter’s finest ink. 


The CARTER’S INK CO. 


BOSTON NEW YORK CHICAGO 
Makers of fine Inks — Adhesives — Carbon Paper 
Typewriter Ribbons — Cube-Wells 


To answer the above ad use QUICKMAIL COUPON No. 19 
December, 1941 


- ARS Re REE YL 


TENER 


SHERMAN WAS RIGHT! 


HERE isn’t much fun in business today— 
4 i all the romance is gone. A few years ago 
we all got a big kick in fighting for and landing 
large orders. Not today. 


(( 


There is no fun in telling old customers that you 
can’t fill orders because they have already re- 
ceived their quota for the year. It isn’t pleasant 
for our sales representatives to inform their cus- 
tomers that deliveries will be held up for five or 


six weeks—or longer. 


* * ~ 


Our suppliers sorrowfully tell us the story. We, 
in turn, tell you and you have to tell your cus- 


tomers. It isn’t any fun but there isn’t much we 


@ 


Naturally we're all hoping that things will get 
better. But no one can be sure of just what will 
happen. War is like that. 


* * * 
Cheer up! We’re still eatin’! 
* * * 


We may not have enough Acco Fasteners but 
we do have 


“Greetings to you and yours 
this 1941 Xmas Season.” 


A F F 0 PRODUCTS, inc. 


39th Ave. & 24th St. Long Island City, N. Y. 


To answer the above ad use QU'CKMAIL COUPON No. 22 
33 


nd oe. he SUC Oe om 
| 
a 
| 
ee | ; 
a 
Ff SS 7 "i "1 rs : [p Bat t d 
Nera ie _—— -f— * 2 ~ 
Beate 0 ES en @ Pu 
eed : Ae ss > a ; ony 4 . : 
. Vea f° '< Fz. wy 2 es | 
a ” % | Made to 4 | _ 
— » & 89¢ | a a 
(98 Denvey, Wess) can do about it. i: 
dE 
| ee , 
b aan | i. 
| 
~*~, 
a & - +e we es . a ae i. * oan 


| a 


YY 


‘Here’s the ensational New 
Master-Craft ——; Binder! 


The rich, pearl-textured surface of this 
amazing binder is not only beautiful but also 


ufonse i r ieee U ‘ 0 offi ce feel rce stain-proof, non-fading, and — resistant 


. against time-waste, ink-waste, — gnc 
slow-ups on desk work . . with 


Sengbusch Wvdyen Sets 


Paper-work piles up, in a defense economy. Help your | 

staff to keep it moving — with the unmatched writing | 

ease and convenience of Handi-pen. They’ll thank you. 

Before you believe that any other desk set is “just as You can wash it with soap and water, keep it 
- ‘ , always clean and sanitary. A truly distin- 

good,” check the many exclusive features of good-looking — guished binder, at home in the finest office! 

Handi-pen — and give your workers the writing satis- 

faction they have always wanted. Ask your stationer for 

details of 10-day free trial offer, or write direct. The MASTER-CRAFT Dealer 


Sengbusch Self-Closing Inkstand Co. r} — pt ale ‘ 


1226 Sengbusch Building Milwaukee, Wis. 

Wise buyers know that the 
Master-Craft Dealer is better 
equipped to fill their needs, from 


- aa this exclusive 2-in-1 line that includes 
Scientifically designed to give i BOTH loose-leaf staples and a full line 
maximum writing efficiency. < aa of specialties. 
Only tip of pen touches ink; 5 
no flooding—no creeping up ; oP Ni 
to finger-grip—no over-sup- : ate . HAW. ALKER 
ply to spill. Permanently ree Comp? pg A ny | —<—<— 
sists ink-acid damage. Chtimeennes. “i” contain. cr MASTER-CRAFT LOOSE LEAF DIVISION 

— caused by temperature KALAMAZOO, MICHIGAN es | 


To answer the above ad use QUICKMAIL COUPON No. 6 To answer above ad use QUICKMAIL COUPON No. 3 
December, 1941 
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Arwethes new poe A going fo town... 


“POCKET FILE" with the exclusive features of 


WIND-O-FILE 


VISIBLE RECORD SYSTEM 
PAT. 2253630-D96001 

Here is a new item of universal use .. . a compact pocket file incorporating all the 
exclusive features of our WIND-O-FILE Visible Record System. Made of “Keratol” 
a leather-like material. Contains 16 window 
pockets and cards size 2'/2"x3" and a conven- |; 
ient secretary memo pad 3"x6'/2"". Pocket file 
measures 37/4"x73/4" and is much in demand by 
salesmen, routemen, collectors and 

many others. Asstd. colors. Sells for 60cea. 


Send today for latest 
folder and quantity Use QUICKMAIL 


prices on your com- COUPON noZ] 
pany letterhead. 


Have you seen the complete new line of 


WIND-O-FILE 
Visible Record Systems 


A simplified and practical number of items retailing 
from 60c and up. Write today for descriptive circular. 


Manufacturers of Desk Pads, Photo Albums, 
N EW PO RT & eci. i; i" & Salesman Portable Files 
pee i ° 130 East 13th Street @ New York, N. Y. 
Division of National Pad & Tablet Corp. GRamercy 7-5454 


No Lost Motion — 
No Lost Minutes 


with BURNS COPYHOLDERS 


Today’s business conditions call for speed in 
the office as well as in the factory. Burns 
Copyholders are valuable in this respect be- 
cause they save hours of stenographiec and 
typing time each week. 

Copy is always at the most efficient point of 
visibility, and the guide line adjusts easily with 
finger-tip pressure without disturbing the typ- 
ing rhythm. 

With the Burns Copyholder shown you get all 
seven important features and full efficiency 
for the low price of $16.50; other models are 
priced down to $3.30. 


Consult your office supply 

dealer today, or send Quickmail 

Coupon No. 9 direct for com- 
plete details. 


OFFICE SPECIALTIES 


American Automatic Electric Sales Company 
1033 W. Van Buren St., Chicago, Ill. 


BURNS 


TELEPHONE BRACKETS COPYHOLDERS GOOSENECK LAMPS CHAIR AND DESK PADS 


December, 1941 OFFICE EQUIPMENT DIGEST 35 
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Cl. RIBBONS 
Cl 


SUPER-FIBER 
RIBBON 


A master Ribbon 
made from English- 
woven Egyptian-grown 
long-staple cotton. 
SUPER-FIBER has an 
unfailing resilience that 
gives service to the 
very limit, and the Ribbon does not lose color from 
long use. For the customer who expects and demands 
the utmost, SUPER-FIBER is your sure means of giving 
satisfaction. It is furnished in all colors and to fit all 
typewriting machines. 


Codo makes carbon paper for every copying purpose. 


CODO MFG. CORP. 


CHICAGO NEW YORK 
509 SO. FRANKLIN ST. 270 LAFAYETTE ST. 


FACTORY: CORAOPOLIS, “PA. 


POSTERS 
PRICE Tacs 
BULLETING 
NOTICES 
LETTERING, 
MOME TITUS 
SIGNS ETC 


STOREREE PERS 
COLLECTORS 
ORAFTISMEN 


HUNDREDS OF USES! cette 
@ THE MASTER PRINTER KIT, illustrated above 
consists of an adjustable drawing board, self-locking 
T-Square, large bottle Master Printer Black Drawing 
Ink, Lettering Guide, and Pen. 


@ THE MASTER PRINTER KIT is a set of many 
uses. Its 60 different lettering guides offer styles suitable 
for making PRICE TAGS, SHOW CARDS, AN- 
NOUNCEMENTS, DIPLOMAS, STAMP PAGE LET- 
TERING, NEGATIVE TITLES, BLUE PRINT TITLES, 
MOVIE FILM TITLES, LAYOUTS, MASTER COPIES 
FOR MULTIGRAPH DUPLICATOR, etc., etc. 


Write today for descriptive circulars. 


| The Technygraph, TECHNY, ILL. 


You’ve saved 
two million lives 


...so far! 


Gua 1907, when the fight began, 
the tuberculosis death rate has 
been reduced 75%! — by people like you 
buying Christmas Seals. More than two 
million lives have been saved. 

But the battle against this scourge 
must go on. Tuberculosis still kills more 
people between the ages of 15 and 45 
than any other disease. 

Yet it is possible to eliminate com- 
pletely this enemy of mankind. Our 
weapons are Research, Education, Pre- 
vention, Control—made possible by your 
use of Christmas Seals. Get them today. 


: 
st 


Buy 
CHRISTMAS 
sr omens SEALS 


$ 
$ 


36 OFFICE EQUIPMENT DIGEST 
For Purchasing Agents, Controllers, Office Managers 


Sincere Greetings 


—and with a united stand in defense of 
our liberties, our Christmas and New 
Year's felicitations can express more joy 
and confidence than ever before. 


FRANK —— 
Frank MASH sco 


New York Office — Harold Atwood, 280 Broadway 
“Tf it’s made with Leather, MASHEK makes it better.” 


December, 1941 
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The pamphlet, “The Preservation of Business Rec- 
ords,” by Ralph M. Hower, assistant professor of business 
history at the Harvard Graduate School of Business 
Administration, has been re-issued by the Business His- 
torical Society, with the cooperation of the Social Science 
Research Council. This pamphlet is designed to fit the 
needs of a busy executive who wants to hand over to his 
subordinates the problem of preserving records and storage 
space. It supplies the answer to the questions: 


1. Why should business records be preserved? 

2. What material should be selected for preservation? 
3. How should records be preserved? 

4. When should preservation be undertaken? 


It sets up a schedule which can be put into effect eco- 
nomically by most firms to preserve their most important 
records. It also contains a discussion of the current prac- 
tices of such firms as an advertising agency, a bank, a 
department store, two public utilities, a railroad, and 
several types of manufacturing concerns. 

First issued in 1937, this pamphlet has been out of print 
since shortly after the third printing. A continuing de- 
mand for copies from business firms and libraries has led 
the sponsoring organizations to print this new edition. 
This new printing is essentially a re-issue of the third 
edition, which was published late in 1940. 

The pamphlet is available for free distribution by the 


Business Historical Society, Baker Library, Soldiers Field, 
Boston. 


NOMA TO DISCUSS MANAGEMENT TRAINING 

Members of the New York Chapter, National Office 
Management Association, will meet on December 17th in 
the Belmont Plaza Hotel to hear Mary Cushing H. Niles 
speak on “Training for Junior Management.” Mrs. Niles, 
an authority on the subject and senior procedural assistant 
in the Planning and Management Section of the U. S. 
Civil Service, is well known for her books “Middle Man- 
agement” and “The Office Supervisor.” Chairman of the 
evening is to be Ordway Tead of the Board of Higher Edu- 
cation of New York City, author of outstanding books on 
management. 


EXPENDITURES BY CLASS I RAILROADS 
FOR STATIONERY AND PRINTING 


PRESERVING BUSINESS RECORDS” 


Here are the expenditures made for stationery and | 
printing by Class 1 railroads for the past fifteen years, | 
as listed in the 1941 report of the stationery and printing 


committee, Purchases and Stores Division, American Asso- 
ciation of Railways: 


1926... _ $28,418,710 
1927..... _ $26,840,000 
1928...... 25,638,000 
SARA eae 25,567,000 
1930... 20,300,000 
1931... 18,500,000 
sud 14,400,000 
1933... 11,628,000 
1934..... 12,884,000 
ER ge is eas 12,334,000 
"Roe 14,011,000 
CIES Seer 16,431,000 
se hina 12,958,000 
Ss 13,915,000 
Se een 14,502,000 


December, 1941 


Ww 


To those friends who made this passing 
year a notable one for us by their broad 


sincere thanks. 


approval of our products we send our 


We pledge ourselves to a continuance of our best 
efforts to supply our friends promptly and courte- 
ously and as efficiently as rapidly changing and 


unpredictable conditions permit. 


At this time we wish you the best of the Season's 
cheer and for 1942 we wish you a full measure of 


prosperity and happiness. 


GENERAL PENCIL 
COMPANY 


Jersey City, New Jersey 


To answer the above ad use QUICKMAIL COUPON No. 20 
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STEEL / CHAIRS 


No, 2425 
(No. 2825 same except has 
solid back) 


Just two of many popular, square tubular, steel chairs. 
Note streamlined base with shielded casters (patents pend- 
ing). Caster swivels within the base itself. 


Send QUICKMAIL COUPON No. 21 for Catalog 
STURGIS POSTURE CHAIR COMPANY 


Key 


This is the time of the year to check for possible 
improvements. Cesco offers a range of Record 
Keeping Equipment for every department of 
your business. Visible Records and “Strip” Form 
Systems—Inventory and Stock Control Records. 


SEND FOR OUR CATALOG 


A request on your business stationery will bring 
a fully illustrated comprehensive catalog of en- 
tire Cesco Line, or use Quickmail coupon No. 27. 


The C.E. SHEPPARD CO., 


44-09 21° Street,- LONG ISLAND CITY, N.Y. 


OFFICE EQUIPMENT DIGEST 
For Purchasing Agents, Controllers, Office Managers 


INDUSTRIAL INVENTORY CONTROL 


DEQUATE control of materials is one important aspect 
A of the demands of increasing industrial production. To 
meet production schedules, manufacturing companies 
must be sure to have the necessary materials and supplies 
at all times. Shortages can cause costly delays in opera- 
tions but excessive investment in inventories may be equally 
objectionable. Under present industrial activity many com- 
panies may find it necessary to reexamine and reappraise 
their inventory contro] practices. 
A report, Inventory Control Methods, recently issued by 
the Policyholders Service Bureau of the Metropolitan Life 
Insurance Co. offers helpful suggestions in this connection. 


The report is based on data contributed by a number of 
industrial companies that are believed to have developed 
sound practices of controlling inventories of supplies, direct 
materials, and finished goods. It is not intended to cover 
the control of work-in-process inventories, nor does it apply 
to the merchandise control policies of retailers and whole- 
salers. 


The report summarizes specific advantages of a formal 
system of inventory control, from the financial and operat- 
ing points of view, and outlines six basic elements which 
are normally part of a formal system. Methods of classi- 
fying inventories and records employed for identification 
and accounting control purposes are described. 

The method of evaluating inventories and of pricing 
stock withdrawals calls for consideration. The four com- 
monly-used inventory pricing methods are described in de- 
tail, as are the various factors to consider in deciding upon 
the pricing policy to be used. There is special discussion 
of the relatively new “last-in, first-out” method. The ques- 
tion of determining time and amount for the replenishment 
of individual stock items is covered as well as the practices 
followed in this connection. 


A section of the report discusses mechanical or visual 
unit control, employed as a means of minimizing the record 
keeping and expense involved in connection with inventory 
control activities. This should be of special interest to 
companies with relatively small inventory investments. 
Mention is also made of inventory adjustment procedures 
and of provisions for review of stocks to guard against 
obsolescence. 


A copy of this report is available to executives who ad- 
dress the Policyholders Service Bureau, Metropolitan Life 
Insurance Co., 1 Madison Ave., New York. 


AMERICAN EXPORT TRADE REGISTER OUT 


Export Register Publishing Co., 1133 Broadway, 
New York, announces publication of the 1942 edition of the 
American Export Trade Register, containing complete 
information on resident and foreign buying offices, pur- 
chasing agents, and export merchants in New York and 
other major trading centers engaged in buying and ship- 
ping American-made goods abroad. The Register is of 
particular value as a reference manual and guide to manu- 
facturers and exporters interested in receiving cash pay- 
ment prior to or against delivery of goods here in the United 
States. 

According to the publishers, the number of foreign and 
resident buyers for export in the U. S. has increased con- 
siderably in the last few months, since many firms abroad 
have appointed American concerns their purchasing repre- 
sentatives. Numerous firms have also sent members of 
their own staffs here to do their buying. 


December, 194! 
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STAINLESS STEEL FILE SIGNALS 


A TYPE FOR EVERY MODERN FILING NEED 


TLULEL LE 


Will not discolor. Easy to attach, relocate, remove; but always 
stay put. Thin-gauge—add practically no bulk to records. 12 
non-chip enamel colors. Card of samples on request. 


Other Busy Office Needs 


~ Ey 006 

re: 
LETTER aii “BULL DOG" 
CLIPS "“BURRO" INDEX TABS PAPER CLIPS 


Write for circulars, using QUICKMAIL COUPON No. 10 


THE H. C. COOK CO., 18 BEAVER STREET, ANSONIA, CONN. 
Every Cook Product Unconditionally Guaranteed 


EASY — QUICK — ACCURATE — 


irs CLIX! 


' ae 


THE MODERN PUNCH 
That Speeds Office Work 

At last—a three hole punch has been created for three 

ring binder users. Small enough to be used in the hand, 

it eliminates the use of the bulky office table punch or 

having to mark off three places and punch one hole 


at a time. Punches all three (3) holes at one time. 
CLIX is priced at $3.00 each at your stationer. 


Send QUICKMAIL COUPON No. 36 for descriptive circular. 


NEW ENGLAND 


PAPER PUNCH COMPANY 


95 Washington Avenue NATICK, MASS. 


December, 1941 


OFFICE EQUIPMENT DIGEST 
For Purchasing Agents, Controllers, Office Managers 


ree © Bee FS ff ee 
 10-DAY FREE-TRIAL COUPON! & 


FQ0 it once White tor months / 


Gstertrvuk. DIP-LESS 


WRITING SET! 


Writes a full 
page with- 
out dipping! 


New. Conven- 
ient. As substan- 
tial as it is good 
looking! Holds an 
average half-year’s ink- 
supply. Can’t overflow. Can't 
leak. famous 


, Gives you : SINGLE SET... ($250) [7] 
Esterbrook pen points. Al-  pouste SET . ($500) | 
ways ready to write! Try a BLACK 
Single or Double Set this “""™"****% "°° 4 
easy way. Mark and mail GRAY........ J 
this coupon now. No obliga- WALNUT. ...... LJ 
tion. The Esterbrook PenCo., MAROON...... | 
Camden, N. J. ee "] 


ee ete hs PR 60 6. censcanimsnnmnmenbepenmnnsinibnniniiaiin 
ATTACH THIS COUPON TO YOUR LETTERHEAD...AND MAIL NOW! 


LM ily 
Ss in 


WE INTERRUPT THIS 
PROGRAM WITH THE 
FOLLOWING BULLETIN 
“MORE PEOPLE BUY 


JUSTRITE MARKING DEVICES 
THAN ANY OTHER BRAND™ 


THE LOUIS MELIND CO. CHICAGO . . . NEW YORK CITY . . . SANFRANCISCO 


To answer the above ad use QUICKMAIL COUPON No. 32 
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.. by TEMPO Plane 


JUST AS HE DOES EACH 
DAY OF THE YEAR TO 
TEMPO DEALERS AND 
USERS EVERYWHERE 


“Ws 
With him he will bring—TEMPO FiLM—the stencil that 
pleases everyone. When it comes to quick, easy, and 


economical stencil duplicating, a quire of Tempo Film 


Stencils is a package of “Christmas Cheer” any day in 
the year. 
START THE NEW YEAR WITH TEMPO 


WRITE FOR NEW TEMPO CATALOG 435, West Pico Blvd. 
Los Angeles, Calif. 
MuLp Hl f RDI TF C0 416 Commonw'th Annex 
Pittsburgh, Penna. 


For further information use QUICKMAIL COUPON No. 33 


LEARN 


~ DICTATING CYLINDERS 
i oe INTERESTING 


Deng 
Cylindets, Send for your copy NOW! 


os 
RECORD COMPANY 


104-114 South Fourth Street Brooklyn, N. Y. 
To answer the above ad use QUICKMAIL COUPON No. 28 


40 


U. S. PLYWOOD CORP. HAS NEW CATALOG 

Re-named “The Weldwood Catalog of Plywood and 
Allied Products,” the semi-annual catalog of United States 
Plywood Corp. has just been distributed. In addition to 
price and size information on woods and plywoods, it con- 
tains illustrations making it practically a manual on ply- 
wood applications. A statement in the catalog says that 
USP has adopted the registered trademark “Weldwood” 
to designate all plywood manufactured in its four mills 
and distributed through its nation-wide warehouses. Vari- 
ous types of USP products will now be designated by 
explanatory names such as: exterior Weldwood, marine 
Weldwood, aircraft Weldwood, Weldwood wallboard, and 
deluxe Weldwood wallboard. Installations pictured in the 
catalog include applications in construction, cabinet mak- 
ing, store interiors and fixtures, offices, residences. and 
churches. 


COUNTING DEVICES CATALOG 
Veeder-Root, Inc., Hartford, Conn., has a catalog 
showing its complete line of counting devices of all sizes, 
applications, and varieties. Illustrations show typical 
installations of Veeder-Root products, include views of the 
company’s plants in Hartford and Bristol, Conn. 


NEW BOOK ON PURCHASING 

William G. Morse, since 1923 purchasing agent for 
Harvard University, recently published an autobiograph- 
ical volume entitled “Pardon My Harvard Accent” in 
which he describes his experiences in bringing order and 
uniformity out of what had been rugged individualism and 
chaos in Cambridge buying. J. O’H. Cosgrave II illus- 
trated the book; Farrar & Rinehart are the publishers. 


ROYAL INDEX TAB CO. 


MANUFACTURERS OF: 
Royal Transparent Index Tabs—8 Solid Colors, 3 Sizes '» % '% and 
Special 3% Tab.—Looseleaf and Post Binder Index Sets (all sizes) with 
Leather or Celluloided Tabs—Index Card Guides (all sizes) Looseleaf 
Sheet Protectors (all sizes)—Transparent Celluloid Envelopes (all sizes) 
Celluloiding—Tabbing—Printing—Punching Round Cornering on Special 
Work—Binders:—Standard and Special Sizes—Al Workmanship & 
Materials used in our Products. 


SAMPLES AND PRICES ON REQUEST 


62 Cooper Square 


New York, N. Y. 


World’s Most Amazing 
> STAPLE REMOVER 


The New PRESTO Staple Re- 


mover quickly —easily re- One 
moves all wire staples from 

checks, letters, reports and of the 
other papers. No torn papers. Four 

No broken fingernails. The 

Presto is made of colorful PRESTO 
plastic and hardened steel— Ti 

priced low—assuring wide ime 
use in office, school and Sav ers 


home. Write for full facts. 


METAL SPECIALTIES MFG. CO. 


25 3202 Carroll Ave. Chicago 


To answer the above ad use QUICKMAIL COUPON No. 18 
December, 1941 
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NOW.. 


A FINGER-MOISTENER 
THAT'S ALWAYS 
READY FOR ACTION! 


At last—a finger moistener that makes all others as 
old-fashioned as the cigar store Indian. The wick is 
made from 100% spun glass and always stays wet 
through capillary action. Clean, sanitary—never too 
much moisture or too little. Will give perfect service 
indefinitely with minimum bother or care. 


Retails at $ 7-00 


Ask Your 
Stationer 


E. W. PIKE & 
| Ls COMPANY 


P. O. Box 4 
Elizabeth, N. J. 


Manufacturers of Pike's Better Moistener and Pike’s Electric Reader 


Pp OP y GOES THE LABEL! 


Ordinary “‘glue-backed” labels have to be moistened to stick. 
When the moisture dries out, the label often falls off. 
KUMKLEEN price labels never dry, regardless of weather. 


Printed to order in any de- At Stationers: Wide assort- 
sign, any colors, with or ment of sizes and shapes of 
without embossing. 48 stock blank labels in Dispenser 
sizes and shapes, or die-cut Boxes. Also KUM - KLEEN 
to order. Air Mail Stickers. 


Attractive Display-Carton Deal for Stationers. Liberal dis- 
count and steady repeat sales assured on every package sold. 
For samples and details, address AVERY ADHESIVES, 453 
East Third Street, Los Angeles. In Canada: Enterprise Sales & 
Distributors, 30 Front St. West, Toronto. 


Need no moistening...Stick 
until peeled off... Leave no 
mark...Try them and you'll 
never go back to old-fashion- 
ed “glue-backed” labels. SELF-ADHESIVE. 


PRICE-LABELS 


December, 1941 


The Daydex patent- 
ed Week-at-a-Glance 
feature permits us- 
ers to see a week's 
appointments with- 
out turning pages. 


DAY DEX tremnioce Pans 


The new Daydex line is more than a MODEL R-4 DAYDEX 


quality mome-estender pad line. It has For professional use. Brown 
inst Leatherette binder and 4 tan 
to speed and systematine daily routine. quarterly books. Week-at-a- 
Already a proven seller. Nationally- Glance principle. Sheets for 
advertised. Attractive Xmas boxes. ified b ing system 
Write for details and discounts. $3.50. iain 


tented features 


ALL DAYDEX PATENTS NOW OWNED 
BY WILSON MEM INDEX CO. MODEL E DAYDEX 
For home and office. One page 
MODEL S$ DAYDEX for business carries week's appointments. 
and professional use. Week- Patented date pointer. Brown 


e o-Grenns om and aluminum, $1.25. 


$1.75. Model D, AUTO PERKYPAD 


wire : Bon With dashboard suction pad. 
$1.75. ModelA; Convenient press tab. Sheets 
: oes re for memos, auto expenses, etc. 
waa Brown binder, 50c. 


={WILSON MEM INDEX CO. 
122 St. Paul St., Rochester, N. Y. 


New and Lively 


SPONGE RUBBER 
CHAIR CUSHIONS 


POINT OF 


conmay— 
ba 


DELIVERED 
IMMEDIATELY 


at prices that defy 
comparison. Write 
for confidential 
price lists. 


Fait < 


Costumers — — Chair C 


NEWARK, N. J. 


One full inch of Solid Sponge 
Rubber, plus handsomely 
patterned velour, or corduroy 
and reversible fibre coverings 
make these the outstanding 
values of the season. 


To answer the above ad use QUICKMAIL COUPON No. 29 
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Sy 


Latest creation in a 
drop leaf table on cast- 
ers, with a book shelf. 
Finished in Green or 
Brown. Chair (Adjust- 
able Back) to match. 
Immediate delivery. 


THE MARSHALLAN 
MFG. CO., INC. 


5716 Euclid Ave. Cleveland, Ohio 


In Many Ways It Pays to 
Insist on the “Original” 


PUSH-PINS 
0 RE PUSHLESS HANGERS 
MAPTACKS 


It pays,not only because these indispensable MOORE 
products are more satisfactory to use and cost less 
in the long run, but also because in the MOORE 
line you will find an exceptionally wide variety. 
PUSH-PINS with glass or metallic heads. PUSH- 
LESS HANGERS in 4 sizes. MAPTACKS of all 
sizes and shapes, colors and styles. Illustrated and 
described in the MOORE Catalog, which will be 
sent to you upon request. 


hanger Your Stationer Can Supply You 
wists MOORE PUSH-PIN CO. 


113 BERKLEY STREET, PHILA., PA. 


SALESMEN 


Are the shock troops in the army of 
business. Their equipment must be 
the best. 


BEACH'S 
“Common Sense” 
Expense Books and Sheets 


Order your stock from the 


Beach Publishing Co. 
7338 Woodward Ave. Detroit, Mich. 


For 0 U ICK Communication 


Use the ready-made QUICK- 
MAIL Reply Coupons Follow- 
ing Page 10 of this issue. 


It takes only l minute plus Ic to make an inquiry! 


EVES BEFORE such a need 
i : for 


Mom ladex 


Are men in your company driven 
“half-mad" by the tremendous in- 
crease in busi and c 

added details? Show them Mem In- 
dex, the famous personal systematizer 
and automatic memory. Thousands 
of busy persons everywhere are find- 
ing Mem Index the perfect solution. 


° * Mem Index consists, briefly, of two 
Simplified Outfit handy units: POCKET CASE for tem- 
Only $3 45 porary data plus DESK UNIT for 


permanent records. 
Others More Write for lete infor 


P 


WILSON MEM INDEX CO., 143 St. Paul St., ROCHESTER, N. Y. 


+ 


STRENGTH TANTS 
Se SMOOTHNESS Recta eaten 


in quality. 


Order from the RITE-RITE MFG.CO. 
Originators CHICAGO, ILLINOIS 


SUBSIDIARY OF THE JOSEPH DIXON CRUCIBLE CO. 


————eeeeeee 
Mh Hd Sin... 


e 


Conscous Wletastels 


Buy the preferred Daco line. Daco products are made to 
last longer, reducing costs and saving materials. 


@ Filing Systems @ Filing Folders 


© Printed and Ruled Stock Forms ® Guides and Indexes 
@ Special and N.C.R. Forms ®@ Bank and Insurance Forms 


on Manufacturing Specialists for a 
i cam Quarter of a Century. 


THE DACO CARD a INDEX CO. 


9 FEDERAL COURT + BOSTON,MASS 
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ART METAL 


CONSTRUCTION CO. 


December, 1941 
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F ise QUICKMAIL 
feet COUPON vo ES 


If you'll mail in the coupon 
we will be pleased to 
advise you what we can ship. 


Kardex, Acme, Post Index, Globe-Wernicke and other visible sys- 
tems in cabinets, panels and book units. 


Calculators — Comptometers — Addressographs — Multigraphs 
— Dictating Machines — Mimeographs. 


Rebuilt, Refinished, Guaranteed. 


UNIVERSAL OFFICE 
EQUIPMENT CoO.., INC. 


“The House That Confidence Built” 
561 Broadway New York City 
Cable “Uniquip"—New York 


(BERNGRD ) 


TRASE Mane RES 


HEAVY DUTY LOOSE-LEAF PUNCH 


LOOSE-LEAF Punch constructed with parallel ac- 

tion, compound leverage for extra heavy work. 
Punches round holes up to full '/4'' capacity with 
comparative ease. All its name implies—a heavy duty 
Punch built to stand up in daily use. 


Dies—/,", 5/32", 3/16", 7/32", /4'' Rounds 


Use QUICKMAIL COUPON No. 8 
THE WM. SCHOLLHORN CO. 


New Haven Connecticut 


No. 140—4!//," 


CARBON PAPERS 


and 
INKED RIBBONS 


WRITE Brand products fill the 
most exacting requirements. 
More clean, clear impressions 
assure economy and efficiency in 
every office. 

FOR quality, service and satis- 
faction buy WRITE. 


Send for free samples and prices. 


WRITE 


INCORPORATED 


420 Lexington Ave. 


Factory: 
New York, N. Y. Bridgeport, Conn. 


OFFICE MACHINE FACTS 
@ Six Stories Of Office Machines 
@ "One Source Buying” 

@ Low Prices . . . Best Values 

@ All Machines Guaranteed 


Send for GIANT NEW FREE CATALOG 
listing hundreds of office machine buys. 


SAVE ON 
Addressograph Adding Machines 
Elliott Calculators 
Mimeograph Comptometers 
Multigraph Check Writers 


Sealing Machines Dictaphones 

Folding Machines Bookkeeping Machines 
Mailing Machines Kardex 

The National Exhibit of Office Machines 


MAILERS SERVICE & EQUIPMENT CO. 


38-40 W. 5th St. (Mailers Bidg.), Dept. G-12 New York City 
Cable: MAILSERV, N. Y. 


Products of Merit 


@ Drafting Kits 

@ Protractors 

@ Tracing Papers 
@ Lettering Guides 
@ Erasing Shields 
@ T-Squares 

@ Triangles 

@ Drafting Tables 


@ Straight Edges 

@ Sandpaper Pencil Pointers 
@ Ink-Out 

@ Adhesives 

@ Typewriter Cleaners 

@ Typewriter Oil 

@ Typewriter Kits 


Prices and delivery dates on the above items will be gladly given 
upon request. 


CARDINELL CORP. 


Montclair 
New Jersey 


WE CAN MAKE 


on all 


DELIVERIES “~~ 


models 


right up to Christmas! 


(All imprint orders received 
by Dec. 15 delivered for Xmas) 


ZEPHYR AMERICAN CORP. 
31 West 47th Street New York City 


Grippif 


the purest 
paper cement 


a solution of highest quality raw materials, 

e under strict laboratory control; there- 
fore always uniform, always dependable. 
NON-INFLAMMABLE. Ask your supplier 
or write for sample Kit to Harriman-Welts Products Co., 
200 Summer St., Boston, Mass. 


December, 1941 


OFFICE EQUIPMENT DIGEST 
For Purchasing Agents, Controllers, Office Managers 


HEYER QuahZ 


LETTERING GUIDES & STYLI 


| WIDE RANGE OF 
SIZES AND STYLES 
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General Fireproofing Co............. 9 
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The Dawn Manufacturung Corn. 


DIVISION OF THE 


HALL-WELTER CO, INC. 


16 CHAMPENEY TER. ROCHESTER, N. Y 


H 

Page 

Og 44 
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Harriman-Welts Products Co........ 43 
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Mailers’ Service & Equipment Co..... 43 

Marshallan Mfg. Co., Inc........... 42 

Mashek & Co., a 36 

Mastercraft Loose Leaf Division..... 34 

Melind Co., Inc., Louis.............. 39 

Metal Office Furniture __ Eee 29 

Metal Specialties Mfg. Co........... 40 

Rescues Trees: Co... ... 2. occ ec cees 7 

Mittag & Volger, Inc............... 8 

Moore Push-Pin Co................ 42 
N 

Newport Specialty Co............... 35 

Neva-Clog Products, Inc............ 27 

New England Paper Punch Co....... 39 
Oo 

Old Town Ribbon & Carbon Co., Inc. 25 
a 
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For further information use QUICKMAIL COUPON No. 35. 
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Universal Office Equipment Co., Inc. 43 


Victor Safe & Equipment Co., Inc.. 6 
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Wilson Mem Index Co........... 41, 42 
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° wish you ® good 
AN MERRY CHRISTMAS 


NEW YEAR : 


sincerely yours , 


SEASONS «GREETINGS 


December, 1941 
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SEASON'S GREETINGS 


trom 


JASPER CHAIR CO. 


For 
1942 
our pledge 
to our customers is 
to bend our every effort 
to maintain the high standards 
of craftsmanship and materials that 


have made the JASPER CHAIR COMPANY famous. 


| 


To answer the above ad use QUICKMAIL COUPON No. 17 
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TO ANSWER THIS AD 


Use QUICKMAIL 
COUPON no fd 


The handful of brains that will help write the peace 


This 24-pound handful of steel... Remington Rand’s famed 
Printing Calculator ...is a mechanical wizard with a one-track 
mind: Jts only job is to save figuring time. Thousands of them 
today are doing this job superlatively well. @ Jt saves figuring time 
because it’s 100% efficient ... the only calculator that can put 
in a full 8 hour day with no time out for reading the answer 
from dials, copying it down and doing the problem a second 
time to prove accuracy. That's because it prints the answer on 
tape...not only the answer, but all factors of every division and 
multiplication problem as well... permanent proof, the first time, 
of the accuracy of your work. @ Jt conserves vital raw materials 
right now when “fewer machines must do the same job.” The 


Printing Calculator does the work of two machines...an adder 


and a calculator. The materials it saves, by eliminating the need ~ 
r 


for both kinds of “part-time” machine, are a direct gain for 
defense production ... and it is America’s genius for 
production, speeded by business machines like 

the Printing Calculator, that will inevitably 

enforce peace in this warring world. 


Remington Rand Inc., Buffalo, N. Y. 


See...try...buy...the ONLY calculator @ 
that prints as it divides automatically, 

as it multiplies electrically, 

as it adds and subtracts... 


The 
Remington Rand 


Printing 
Calculator 
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